
 

 

 

Executive secretary 
 

Vall d'Hebron Research Institute (VHIR) is a public sector institution, located in Barcelona 
(Spain) that promotes and develops innovative biomedical research at the University 
Hospital Vall d'Hebron.  VHIR is oriented towards finding solutions to the health problems of 
the citizens and has the will to contribute to the scientific, educational, social and economic 
development within its area of competence around the world.  

VHIR offers vacant position for an Executive Secretary within the HR-Legal, Scientific and 
Technical Services and Business Development Department, in order to give administrative 
and secretarial support to the Directors of these areas, in accordance with the values and 
goals of the institution. 

 

JOB DESCRIPTION 
 

Education and qualifications:  

 Preferably Graduates in Business Administration or similar, either degree or 
advanced vocational training (CFGS). 

 Knowledge of Office Package and main tools of email and internet. 

 High level of Spanish and Catalan. 

 English fluently spoken and written correctly. 

 Internal and external customer focus. 

 Commitment and willingness to serve. 

 Proactivity, mainstreaming, teamwork and discretion. 

 Ability to prioritize tasks as needed and tolerance to workloads. 

 

Experience and knowledge: 
 Minimum 5 years in similar tasks preferably in medium or large sized organizations. 

 

Main tasks:  
 Efficient management of Directors' agenda. 

 Telephone assistance. 

 Preparation of the documentation associated with meetings and events. 
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 Travel management. 

 Managing contacts database. 

 Physical and digital archive. 

 Administrative support. 

 Other tasks entrusted by Directors.  

 Supporting the Executive Secretary (depending on needs). 

 
Labour conditions:  
 Full-time position (40h/week) 

 Indefinite contract with a probation period. 

 Gross annual salary: 25,000-30,000€ depending on the experience, knowledge and 
competence provided by the candidate. 

 Starts: March 1, 2016. 
 

Interested candidates should submit a cover letter and full Curriculum Vitae with the 
reference “Executive Secretary” to the following email address: seleccio@vhir.org.  
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