
 

Apply today! 

Send your application to:   

joboffers@runtastic.com 
 

Runtastic GmbH 

Business Center PlusCity 

Pluskaufstraße 7 
4061 Pasching 

 

Founded in 2009, Runtastic has rapidly grown into an innovative suite of apps, hardware products and online services 

that track and manage health as well as fitness data. With 110 million downloads worldwide, Runtastic is a recognized 

leader when it comes to mobile technology and fitness app development. We offer attractive work places in a fun and 

open start-up environment with team members from all corners of the world! In order to enlarge our team at our 

headquarters in Pasching/Linz we are currently looking for a: 

YOUR CHALLENGE: 

As the Office Manager for our young, dynamic and motivated team, you will incorporate a very important role in the 

organization of our office and administrative tasks. Your responsibilities will mainly include the following:  

 Mail organization (in-/out-box), ordering, coordination of external suppliers and service providers  

 Representation of our company by welcoming external guests personally and managing phone calls  

 General accounting tasks (management of bills and receipts, administration of the cash etc.) 

 Coordination of internal and external appointments as well as creative team events and get-togethers 

 Travel management (planning and booking of business trips, travel expense reports etc.)  

 

YOUR PROFILE: 

 Completed relevant apprenticeship or a degree from an Institute for Higher Education (HAK, HLW) 

 First practical experience as Office Manager, secretary, assistant of management or accountant 

 Brilliant communication, organization and analytical skills - words appeal as much as figures to you! 

 High affinity towards the internet, common MS Office programs and modern organization tools 

 Excellent German and English skills (both written and spoken) as well as a very good spelling style 

Runtastic offers you not only the chance of moving our very successful start-up forward even more, but also a fair 

remuneration as well as a modern office in the middle of a shopping mall with a gym that is free for Runtastics. We 

assist you with relocation and make sure you are quickly integrated into the team as well as the beautiful, exciting 

spots that Austria's third biggest city full of students and cultural happenings has to offer! 

Office Manager 

full-time 

 


