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Job opening for an executive assistant to the C-level at ONA Therapeutics 

Ona Therapeutics is a biotech company, spin-off of ICREA and the Institute for Research in Biomedicine 
(IRB Barcelona), specialized in the discovery and development of therapeutic biologics targeting tumor 
metastatic-initiating cells and lipid metabolism. Ona Therapeutics has been founded by Salvador Aznar 
Benitah and Valerie Vanhooren and is composed out of an international team of experts and advisers 
developing a cutting-edge technology published in Nature. The company is located at the Barcelona 
Science Park (Parc Científic de Barcelona, PCB) (www.ona-therapeutics.com). 

We are looking for: 

A dynamic and experienced executive assistant to ONA’s C-level and office manager  

Key duties: 

Complete a broad variety of tasks that facilitate the C-level’s daily activities: 
 Board of directors meeting organization and preparation of materials (travel organization, 

meals) 
 Point of contact for shareholders and Board of Directors. 
 Seamless organization of the rigorous agenda of the C-levels: Prioritizing inquiries and 

requests while troubleshooting conflicts; making judgements and recommendations to 
ensure smooth day-to-day engagements. 

 Scheduling meetings, teleconferences and videoconferences across time zones. 
 Managing travel logistics: Leads and coordinates travel itineraries and related meetings. 

Includes the coordination of calendars, travel plans, expense reimbursements, filing, etc. 
 PowerPoint, Word and Excel Documents - Prepares electronic files with validated ability to 

proofread for spelling and grammar. 
 Managing travel agency and contracts with hotels. 

 
Manage efficiently ONA Office: 

 Providing hospitality to all guests and help to create a welcoming environment 
 Organizing events (agendas, bookings, etc) 
 Purchasing of necessary products for the office (office supplies, drinks, snacks, drinks, 

fruits), decore, etc. in order to create good space 
 
Support CFO and COO on accounting activities: 

 Tracking and filling of invoices   
 Tracking card statements  
 Preparation of payments 
 Supporting in monthly closing  

 
Support ONA’s Laboratory manager in purchasing activities: 

 place orders and create POs  
 Monitor that purchase orders are delivered on time and take actions to resolve delivery delays 

with suppliers. 
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 Improve and optimize purchasing workflow for office and lab supplies to reduce workload and 
costs. Keep list with supplier details up to date. 

 Build relationships with key suppliers to ensure best prices and service. Negotiate free shipping 
whenever possible. 

 Keep appropriate tracking of purchases by updating purchasing file according to lab staff needs. 
 
 
Candidate requirements:  

 At least 5 years' experience as Executive assistant, preferably to the C-level  
 Language requirements: Trilingual in English, Spanish, Catalan.  
 Executive PA diploma or certification. 
 Strong verbal and written communication skills. 
 Able to maintain a high level of integrity and discretion in handling confidential information. 
 Ability to react with appropriate levels of urgency to situations and events that require quick 

response or turnaround. 
 Project Management experience relating to organizing and leading events and projects. 
 Exceptional organisational skills. 
 Proactivity, looking ahead at future activities, projects and events and anticipating needs, 

problems and possible outcomes. 
 Empathy, sensing other people's emotions and acting accordingly. 

 
 
We offer: 

 Permanent full-time contract in an exciting international biotech start-up environment 
 Salary package commensurate with the qualifications and experience of the candidate 
 Starting date: ASAP (the latest June 2021) 

 

How to apply: 

All applications must include: 

 A motivation letter.  
 A full CV including contact details and previous experiences. 
 2-3 contacts for references.   

 

The application must be submitted by email to the following address, indicating the offer reference in the 
subject message: info@ona-therapeutics.com 

Deadline: Please submit your application by 30th April 2021 

 


