
 

 

OFFICE MANAGER - FULL TIME 

  

As an office manager at Awake Origins, you will make everyone’s life a bit more convenient and 
fun! We’re on the lookout for someone who is passionate about supporting others and making 
sure goals are met and outcomes achieved. 

 

About us: 

We are Awake Origins (https://awakeorigins.com/), a small team of young and enthusiastic 
employees with a ‘start-up’ mentality who are working to WAKE UP leaders, entrepreneurs, and 
humanity. 

 

What you will be doing 

- Secretarial duties (answering emails, managing agendas, and booking travel plans) 
- Covering miscellaneous duties and resolving problems (picking up prints and finding 

deals with various suppliers) 
- Helping execute various events both on-location and elsewhere 
- Keep an overview of the chaos! 
- You are the spider in the web and are the point of contact both internally and externally 

  

A typical morning: 

9:00 a.m. – Drink some coffee and open your email. Your ‘boss’ has sent you three new jobs for 
the day. He asked you if you can take care of his lunch meeting this afternoon, then check his 
LinkedIn post for grammar mistakes, and post a new event on the website. Also, you must mail 
five books and you get three messages from your colleagues to plan three meetings. 



9:30 a.m. – While working on your second task, you get a call from Stefan from the printing 
office. He says the posters you delivered are not good because it’s a .jpeg. He asks if you can 
send it again, but as a .png. You were planning to go to the printing office this afternoon, so you 
change the format and deliver this to Stefan. As soon as you press send you receive a call from 
your colleague Bram. He asks if you can write up and send two invoices, but he forgot the 
company name and asks you to figure out what it was. 

11:30 a.m. – At 12:30 Joel is coming to the office for a business lunch with his partner. They are 
sitting in the Coaching Room. It was in use this morning so you head over to make sure 
everything looks neat and ready for their meeting. 

  

Required Skills: 

- MBO working and thinking level 
- Fluent in both English and Dutch (writing and speaking) 
- Prior experience as a personal assistant 
- Proficient in Microsoft Office and Outlook 
- Result-oriented, communicative and organizationally skilled 
- In possession of a driver’s license in order to assist at other locations 

  

What we offer: 

- Competitive salary 
- The possibility to make a real impact 
- A deeper insight into your own personality and motivations 
- 25 vacation days on the basis of a 40-hour workweek 
- Travels compensation 
- Room for innovation and new ideas. We are always open to new thoughts–whether you 

have worked here for a week or a year 
- Challenging work to be completely absorbed in, so that you occasionally forget you are 

at work! 

  

Apply for the job: 

Are you excited about this opportunity? We’d love to hear from you! Please send your cover 
letter and resume to: reinout@awakeorigins.com For questions you can call: 06-50422157 
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