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Natzka is a self-funded technology startup with solid base behind, bringing to market an innovative 

set of algorithms for Big Data Analytics and Artificial Intelligence. 

We are currently looking for an 

Experienced Assistant to the COO and CTO (50%) based in Zürich 

Your tasks: 

− Support the COO and CTO at planning, structuring and executing their day-to-day activities 

especially in administrative duties and routine inquiries; 

− Handling indipendently correspondence in German and English; 

− Expense and invoice processing; 

− Handle HR duties including personnel absence control and work permit requests and renewal 

(administer filing systems); 

− Develop and implement business-wide action plans and key initiatives; 

− Prepare meetings, write protocols, and coordinate follow-ups; 

− Assist in different projects and ensure a high quality of company development. 

Your profile: 

− Extensive professional and very stable experience in a similar position; 

− Service-oriented, reliable, proactive; 

− Team spirited; 

− Fluent in German and English (if possible bilingual), both spoken and written, Italian would be 

a strong plus; 

− Accounting and HR proven knowledges; 

− High level of integrity, adaptability, sense of anticipation and quality, attention to details; 

− Incredibly organized, very good ability to prioritize tasks; 

− Full proficiency in Office 365 as well as Microsoft Teams application; 

− Ideal average age: 30 to 45; 

− Swiss national or holder of a valid Swiss work permit; 

We offer: 

− Attractive compensation based on experience and skills; 

− Multicultural & dinamic team; 

− Stable long-term employment; 

− Centrally located offices in Zürich. 

This is an opportunity to join a very dynamic fast-paced organization, where you can play an 

important role in shaping our growth. If this sounds exciting, we would love to hear from you. 

 

Please send your complete application to Mrs Edy Cattaneo Petoud, COO, (including CV with 

photo, references and school certificates) per e-mail: info@natzka.com 

 

Please kindly note that only complete applications will be considered. 

In addition we have to inform you that applications sent per Post are neither considered nor 

returned. Thank you for your understanding. 

 

Occupation: 50% 

Location: Zürich 

Function: Administration 

Sector: Software 
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