
 

 

Vacancy Management Assistant  / Office Manager 

Our company 
 
PWR Pack is the specialist for customer-specific automated robotics solutions in the food 
packaging industry. We understand our customers’ needs by engaging throughout the entire 
process. With the most up to date technology we ensure the highest running efficiencies, 
minimum downtime, low cost of ownership and the best price to value ratio in the industry.  
 
PWR Pack is active worldwide with a head office located in Ede, central in the Netherlands. 
 
This is our Management Assistant / Office Manager 
 
As a management assistant you support the Managing Director and other senior team 
members with various administrative, secretarial and organizational matters. With dedication 
and enthusiasm you support them fully and they can rely on you. You filter all their tasks and 
information, to ensure everything runs smoothly.  
 
In the role of Office Manager you will manage colleagues at the reception / front desk and are 
responsible for the organization and implementation of the general administration within our 
company. For this you also work closely with the Financial Controller.  
 
You master your profession. With energy you manage to do a lot at the same time, always 
with an eye for detail and always with the complete overview in sight. 
 
What you will do  
 
You will have different responsibilities.  
 
Firstly, you plan and organize the daily activities of the Managing Director including his 
correspondence, appointments and travel arrangements. You also support him with tasks 
such as preparing important documents, updating records and the writing of reports. You will 
also support other senior team members with various administrative, secretarial and 
organizational matters. 
 
Secondly, you with your colleagues from the secretariat are responsible for an efficient and 
effective reception crew and execution of general secretarial and administrative activities 
within PWR.  
 
Your activities include: 

 Assisting, checking and organizing daily planning (agenda management) 
 Organizing and planning business trips 
 Provide administrative and organizational support for a wide range of tasks (including 

email management and correspondence) 
 Leading 3 secretaries (± 1.5 FTE) 
 Streamlining and executing general administrative processes. 
 Close cooperation and communication with the Finance department and other 

department managers 
 
 
 
 
 
 



 

 

Qualifications & Requirements 
 

 HBO degree in Office management / Management support 
 Minimum 5 years of demonstrable experience in similar function or job title 
 Comfortable in working in a high paced, dynamic, international environment 
 Fluent English, wording and writing, is mandatory 
 Passionate, dynamic and resourceful, with the ability to work independently and 

demonstrate strong time management skills 
 Proficient level of computer skills including Microsoft and Google (Word, PowerPoint, 

Excel and Gmail/outlook) 
 Ethical and reliable in all aspects of the work 
 Valid driver’s license 

 
Our offer / benefits 
 

 A competitive (market based) salary 
 A fulltime job with flexible working hours 
 Good accrual of pension 
 A personal sports budget to promote vitality 
 Attention to personal development and training 
 An easy accessible office  
 13 ADV days and 25 vacation days  
 Being part of #TeamPWR 
 Multiple annual and seasonal company activities  
 

Interested? 
 
If you require additional information, please contact Rosemarie Tekampe, HR manager. For 
applying, please send an email to recruitment@pwrpack.com with a short motivation an and 
curriculum vitae.  
 
We treat every application confidential and will handle your details likewise. We will never 
without permission share your personal details with third parties. 
Acquisition following this job opening is not appreciated.  

 


