
Office management for the founders’ office, including
scheduling, communication, internal meeting structures
Strategic initiatives, such as the project management of
a yearly conference on sustainability and innovation
topics
Relationship building,  engagement and communication
with high profile contacts, such as advisors, partners and
experts 
Production of partnerships and outreach materials, such
as proposals and pitch decks 
Tracking and documentation of sales funnel and
activities as well as KPIs
Our customer relationship management software and
data

Relationship-building, sales and business development 
Event management
PR, marketing & communications

To achieve our mission and further our growth in the coming
years, we are looking for a new colleague to lead the
founders’ office and support the partnerships team.

In this role, you will work on as part of a small group around
the CEO to build our growth strategy, strategise around
business innovation, forge partnerships and optimise our
systems and processes.

You will own... 

… and support...

ABOUT THE ROLE

MANAGER, FOUNDERS'
OFFICE

Based in Berlin (remote work possible), full-time, 
starting as soon as possilbe 

THE DO SCHOOL

The DO School is a global
organization that enables a
purposeful economy that is
sustainable and innovative.
We’re powered by a community
of DOers, innovators and
experts and work with
entrepreneurs, leaders, teams
and companies from 100+
countries.

The DO School is an
inclusive organization 
and explicitly welcomes
applicants from diverse
backgrounds, whether that’s
ethnicity, religion, sexual
orientation, age, citizenship,
disability or alternative
professional paths.



This is what you can expect...

In the first month, you will complete your onboarding, learn the
nuts & bolts of DO School strategy and partnerships and have
produced initial support materials.

After three months, you will have a good understanding of the
functioning and structure of the founders’ and partnerships team
and will have taken ownership of individual tasks in team,
structure and office organization.

After six months, you will work independently and with full
ownership for certain tasks and will start initiating conversations
and outreach with sales and marketing-relevant contacts.

After one year, you will manage and track all partnerships and
founders’ team activities independently.

We are a purposeful
organization with a
global reach working to
make an impact, where
purpose and passion
and your ideas matter.  
You will work with an
entrepreneurial,
creative and
international team as
well as a global
community of
purposeful DOers from
over 100 countries
We offer a competitive
salary, benefits, team-
building activities,
professional
development
opportunities and
flexible and remote
work modalities

Why join the DO School?

This profile draws on our experience of people who have been successful
in this role in the past. We warmly encourage you to apply if you feel your
experience and skills equip you for this job but are not listed here!

ABOUT YOU

Extremely organized, with an ability to set up and manage
processes and projects, yet flexible to adapt to shifting
circumstances and priorities  
Diligent and proactive about workflow implementation, internal
communication and documentation 
A clear communicator both orally, in your day-to-day
communication and in the production of written materials
geared at different types of audiences 
A people person, able to establish good relationships with a
wide range of people, to represent the DO School external and
to communicate convincingly 
Passionate about contributing to a purposeful economy and
social innovation
Fluent in English and German (verbal and written)

Worked as an office manager, project manager or in a sales
support function
Produced a wide range of materials, such as pitch decks,
proposals, presentations   
Experience with a wide range of tools and softwares, such as G-
Suite, Keynote / Powerpoint, CRM systems

Sales & customer service Digital marketing
KPI systems set up and tracking

To thrive and grow in this role, you will likely be: 

And will likely have: 

Ideally, you might also have experience in  

Is this the role for you?
Then please submit your
application via this link.

Applications will be reviewed
on a rolling basis.

If you have any questions,
please email us on:
career@thedoschool.org

Find out more about the DO
School here. 

https://thedoschool.submittable.com/submit
http://thedoschool.org/
http://www.thedoschool.com/
http://www.thedoschool.com/

