
 

Position Title: Lab and Office Manager 

Location: Chesterfield Building, 701 West Main Street, Durham, NC 27701 
(https://goo.gl/maps/UhgTQ6YJTvdZvcB57)  

Employment Type: Part-time ($20-30/hr), able to accommodate flexible hours and some 
remote working. Benefits available if working >20 hrs per week.  

Company Description: Isolere’s mission is to contribute to global health care equality by 
improving the quality and lowering the cost of biotherapeutics and vaccines. To accomplish this 
goal, we are completely rethinking traditional manufacturing processes by harnessing tools 
evolved in nature. Isolere is a startup organization poised for significant growth.     

Position Summary: Isolere Bio is seeking an Lab and Office Manager who is detail oriented, 
organized, and eager to learn and be a critical member of a small team with big vision. Though 
the primary focus is to support the CEO and CFO, the ideal candidate will be encouraged to 
take initiative to develop, manage and support administrative processes that enable operational 
efficiencies broadly across the company. This role offers opportunities to join a growing team 
and make significant contributions to the administrative and operational processes that will help 
ensure the company’s continued growth and success.  

Responsibilities: 

» Support  the CEO and CFO by managing calendars (Google Calendar/Zoom) and expense 
reports, and developing a methodology for organizing and maintaining company records. 

» Develop process and procedures for maintaining accurate and secure inventory of laboratory 
materials and other company assets.  

» Provide general support to Isolere’s efforts to hire talent, e.g., manage job postings, screening 
applicants, creating an on-boarding process, drafting an employee handbook, and developing a 
benefits explanation booklet for review by legal counsel and management team. 

» Collaborate in the evaluation, selection, and integration of applications that will improve cross-
department communication, project/task management, and relationship/customer management. 

» Support executives draft and publish communication/marketing materials (website, press 
releases, memos, etc.)   

» Assist with accounting records and management of expenses.    

» Help executives prepare for calls/meetings, record detailed minutes, and ensure timely 
completion of follow-up tasks.    

» Assist in daily maintenance and management of the laboratory and office spaces. Work with 
scientists to request quotes for new equipment purchases and schedule demos, installation, and 
training as needed.  

Basic Qualifications: Candidates of various education levels are encouraged to apply, 
provided they are enthusiastic about taking on a role with diverse and evolving tasks as the 
company grows. Candidates should highlight their ability to communicate effectively, solve 
problems independently, multi-task, pay close attention to detail, and work as a team player. 



 

Candidate should be proficient with Microsoft Office and Google Suite (mail, calendar, etc.). 
Experience with research or laboratory management a plus. 

To apply for this opportunity, send an email to: careers@isolerebio.com and include the 
following: 

• In the subject line: Last Name – “Application for Lab and Office Manager” 
• Resume or CV 
• Two to three personal references from past positions of employ 

Applications that fail to meet these requirements will not be considered. 


