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Office Manager 

 
Mestag’s mission is to develop impactful new medicines for patients by targeting activated fibroblast 
populations and their role in influencing immune effector cells in disease.  Our founding investigators 
comprise leading experts in inflammatory disease, cancer, computational biology and fibroblast 
biology from the University of Oxford, Brigham & Women’s Hospital, Harvard Medical School and 
Cold Spring Harbor Laboratory. We are progressing a pipeline of first-in-class therapeutics to 
interrupt fibroblast-mediated effects on immune cells in inflammatory disease and immuno-
oncology.  
 
We are supported by leading global investors SV Health Investors, Johnson & Johnson Innovation – 
JJDC, Inc., Forbion, GV (formerly Google Ventures) and Northpond Ventures. The company is 
headquartered in Cambridge, UK – the very heart of UK life sciences.  In 2021, Mestag was recognised 
on the Fierce 15 list of innovative biotechnology companies. 
 
We are dynamic, innovative and passionate about what we do. We are focused on the development 
of ground-breaking science in a fast-paced setting and are bringing together the very latest 
technology with the best minds in fibroblast research.  Our achievements would not be possible 
without the outstanding team that make up Mestag. To realize our mission, we are looking for new 
team members to join us. 
 
Role Overview 
 
The role of Office Manager, will be to provide proactive, day to day running of our offices based on 
Chesterford. You will work closely with our Administrative, People and Facilities functions to ensure a 
smooth running of our premises. This onsite role, is on a part time, temporary, 6/12 month contract 
with potential to go part time, permanent. The hours are 15-25 hours a week, across 3-4 days during 
our core hours. 
 
Main responsibilities 

 
• Lead for maintaining day to day office supplies 

• Managing supplier invoices and submission of expenses 

• Work alongside external IT company and website provider for changes, orders and 
authorisations 

• Key member of our Health & Safety committee and to these minute meetings 

• Maintain office equipment and liaise with external providers as needed 

• Assist with team travel bookings  

• Lead for maintaining external contact email address 

• Assist in booking conferences for staff 

• Work alongside our Facilities Manager on training courses and ensuring Fire Safety is up to date 

• Work alongside People Operations Assistant on onboarding/ offboarding 

• Assist Administrative Team with administration of key meetings 

• Ensure internal meeting rooms are kept clear and tidy 
 

Candidate profile 
 

• Good organisational skills including the ability to respond quickly, prioritise and multi-task  
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• Comfortable with travel systems 

• Recognition of the importance of first impressions with our company and interactions with our 
senior team  

• Ability to work co-operatively with others, engaging constructively with colleagues at all levels to 
deliver objectives, using effective communication skills 

• An efficient, professional and approachable working manner 

• Self-sufficient work ethic with a proactive outlook 


	Office Manager
	We are dynamic, innovative and passionate about what we do. We are focused on the development of ground-breaking science in a fast-paced setting and are bringing together the very latest technology with the best minds in fibroblast research.  Our ach...
	The role of Office Manager, will be to provide proactive, day to day running of our offices based on Chesterford. You will work closely with our Administrative, People and Facilities functions to ensure a smooth running of our premises. This onsite ro...
	Main responsibilities

