
You bring

Experience in supporting one or more executives, ideally in a fast-paced 

environment like a fast-growing startup, a consultancy or

The idea of working independently and on your own responsibility

Have a strong willingness to grow personally and take on more 

responsibility

Ability to travel at least occasionally

Embody our core values, proactivity and growth mind set

Commitment and enjoying working in a highly dynamic environment

You are extremely diligent and structured about how to prioritize work 

and time

High level of proactivity as well as a getting- stuff-done mentality

Your responsibilities

Administrative and communication tasks

Oscional travel, mainly DE / FR / CH

Prioritization and coordination of the management's time and calendar, 

making sure it aligns with priorities of the business while creating 

accountability

Support in business development, cross-functional company projects, or 

preparation of presentations

Preparing and attending strategic partnership / management meetings, 

ensuring the right set of follow-up actions are taken

Shape the future of LivingPackets and THE BOX

Coordinating with internal and external stakeholders, making every 

interaction productive and enjoyable

Executive Assistant

Join us now

Have we aroused your interest? Then we look forward to seeing your application! Please write your heart out, and  state the earliest possible start date for you, 

and your salary expectations.  

If you have any questions in advance, Suk-Jung Kim will be happy to assist you via email. jobs@livingpackets.com

We want you to grow with us

At LivingPackets, we want to make the world a better place and people's 

lives easier. To do so, we have invented THE BOX: A sustainable, secure 

and smart packaging solution, that eliminates all packaging waste 

created by global e-commerce, is highly convenient to use, and enables 

fantastic new digital services.

We offer

A cool office in Kreuzberg, the real heart of Berlin :-)

A flexible work culture with focus on growth,passion and a respectful mindset towards your environment

An international team of exceptionally talented,motivated, creative and dedicated people

Shape a purpose driven form of capitalism which we call profit sharing economy

A real cause: help save the world from cutting millions of trees, (packaging) waste and transform it into a circular economy


