
 
 

 
 

Vacancy: Executive Assistant  
 
 
The Fondazione Museo d'arte della Svizzera italiana, Lugano (MASILugano) is hiring a Management 
Assistant.  
 
 

Type of post: full time (42 hours per week). 

Place of work: Museo d’arte della Svizzera italiana, Lugano, Via Canova 10, 
6900 Lugano. 

Start date: to be agreed. 

Salary: as per the terms of the collective employment agreement CCL 
FMASIL (class 23-25 minimum 64,886 CHF – maximum 90,769 
CHF, divided into thirteen monthly payments).   

Duration: permanent position (the first three months are a trial period). 
The post is regulated by a collective employment agreement (CCL 
FMASIL). 

Closing date for applications: Tuesday 16th August 2022. 

 
Areas of activity: 
The Executive Assistant has a duty of confidentiality and reports directly to the Director. He/She 
provides administrative support, performs secretarial duties and contributes proactively to the 
Directory activities.  
He/She handles data protection, safeguarding and archiving of documents and files.  
He/She is required to carry out complex assignments in internal and external communications and 
manage information competently and efficiently. 
He/She contributes to the staging of events organized by the Museum and, where required, 
coordinates implementation. 

This is a stimulating, varied and dynamic position in a young, multilingual, fast-growing museum 
organization. 

The Executive Assistant’s duties and tasks include: 

- for the Director: handling the Director’s diary, correspondence, organizing and coordinating travel 
arrangements, managing the Director’s contacts and address book; 

- for Directory and, where required for the Museum in general: managing and coordinating invitations 
and guests’ travel arrangements; 

- for the Board of the Foundation and the Scientific Committee, especially for the President and Vice-
presidents: general support, organizing meetings, preparing related documentation, and, where 
required, attending meetings and taking minutes;  

- for the Administration, Finance and Human Resources department: supporting HR administrative 
activities (managing employee attendance and related calendars, managing personnel recruitment 
databases and preparing monthly statements of additional allowances as per the collective 
employment agreement, etc.) 

- for Event Management: managing or taking an active role in managing the Museum's 
representation and reception activities, helping organize events staged by the Museum (previews, 
openings, external events, etc.). 
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Professional requirements: 
Minimum requirements: 
- Vocational training with an APF certificate for Executive Assistant or equivalent or higher,  
- Previous experience of at least five years in a similar role, 
- Excellent written and spoken knowledge of Italian, and at least one of the other national languages 
(DE/FR), and English (level C1 or equivalent or higher); knowledge of additional languages is an 
asset, 
- Excellent knowledge of the Office programmes (Word, Excel, Power Point, Outlook), 
Preference will be given to candidates who have: 
- previous experience in organizing conferences, trade shows, events, etc. 
- training or professional experience in the field of communication, 
- a personal interest in art and culture. 
 
Personal requirements: 
- Aptitude for communication, and for maintaining discretion and confidentiality, 
- Interpersonal skills, 
- Organizational and coordination skills, 
- Ability to deal with challenging situations, 
- Enterprising spirit, practical approach and problem-solving skills, 
- Helpful and cooperative, 
- Impeccable conduct. 
 
 
Required documents: 
- Letter of application, 
- CV, 
- Certificates of qualifications, 
- Certificates of employment (letters of reference, employment certificates and the like), 
- Medical certificate or self-declaration of good health, 
- Recent passport photo (if not already present on the CV). 
 
 
Application submission and other information: 
Applications and the required certificates should be submitted by Tuesday 16th August 2022 using 
one of the following channels: 
-  by email to info@masilugano.ch indicating "Management Assistant", in the subject line  
-  by letter in a sealed envelope marked "Management Assistant" to the following address: 

Fondazione Museo d'arte della Svizzera italiana, Lugano, Via Canova 10, 6900 Lugano. 
 
Further information on the selection process can be requested by calling 091 815 79 71. 
 
Applications submitted late (for those sent by letter, the date of the postmark will be considered), or 
incomplete or not fulfilling the requirements listed, will not be taken into consideration (no notice will 
be given). 

 


