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Job Posting: Office Manager 
Location: Lausanne, Switzerland (onsite presence required and occasional event support)
Reports to: Secretary General
Direct Reports: None
Contract: Full‑time or tbd
About the Role
We are seeking an experienced Office Manager to Run daily office operations, procurement, travel coordination, Run daily office operations, procurement, travel coordination, facilities, and executive support.

Key Responsibilities
Manage calendars, meetings, travel bookings, and expense processes; enforce travel policy.
Own vendor/contract renewals for office services; ensure cost‑effective procurement.
Oversee facilities, health & safety basics, and records management.

Key Interfaces:
Secretary General
All Staff
Vendors
Finance

Key Performance Indicators (KPIs):
Office SLA satisfaction ≥90% (quarterly survey).
Travel bookings within policy ≥95%; negotiated savings ≥10% vs. baseline.
Vendor PO/renewal cycle time median ≤5 working days; zero H&S incidents.

Profile & Qualifications
Strong capability in organisation and prioritisation of competing tasks and deadlines.
Proven ability in vendor management across suppliers and service providers.
Clear and effective communication across internal and external stakeholders.
Working knowledge of health and safety awareness in operational environments.
· Strong interpersonal skills with a commitment to fostering a healthy, inclusive, and productive working environment.
· Able to work well in Excel, Office tools.
· Fluency in English and French required; Other languages a plus.
· Location: Lausanne with onsite presence required and occasional event support
· Swiss national or C permit preferred.
· Can start as soon as possible.

What We Offer
· A meaningful role driving organisational impact.
· Opportunity to shape the office environment from the ground up.
· A collaborative international environment.
· Competitive compensation aligned with Swiss market standards.

Applications
By e-mail only to tdielen@worldboxing.org
Expected: Motivational letter in French or English and CV 
Deadline: 15 May

Please note that due to the high volume of expected applications, only shortlisted candidates will be contacted.

2 | Page

2 | Page

image1.jpeg
W~ RLD
B XING

WORLDBOXING.ORG




