personalized skin

CUTISS AG, a biotech company spin-off of the University of Zurich (UZH), focuses on the development of
personalized bioengineered skin graft products for the treatment of skin defects. Its lead product
denovoSkin™ has successfully completed Phase I and II in burns patients. Clinical Phase III studies are
underway in Europe and Switzerland.

For our expanding Quality Department in Schlieren, Switzerland, we are seeking a highly motivated:

Quality Assurance Administrative Intern 100% (f/m/d) - on site 6 months

We are looking for an organized, reliable, and detail-oriented team player to join our Quality Assurance
(QA) department as a QA Administrative Intern for a duration of 6 months.

No prior QA, scientific, or technical background is required.

Your main duties:

» Printing & Controlled Copy Issuance: Print, issue, and safely archive controlled paper and digital
documents, forms, and labels in compliance with quality standard operating procedures.

» Document Checking & Reconciliation: Perform detailed checks on returned paper forms to ensure
all required pages, entries, and signatures match and are complete.

» Template Distribution & Quality Event Logging: Hand out blank forms and templates to team
members upon request, and open administrative tracking logs for quality events.

» File Management & Formatting Support: Assist with document formatting, update master Excel
tracking lists (e.g., Quality Management System documentation lists), and route files to the right
team members for approval.

» Training Records Support: Maintain and regularly update team training logs and training matrices
in Excel.

» General QA Secretarial Tasks: Support the QA team with general office tasks, filing systems,
scanner/printer operations, and overall document archiving.

Your background:

» Education: Commercial apprenticeship (KV), high school diploma, or currently pursuing/completed
studies in administration, office management, or a related field.

» Experience: Prior administrative, secretarial, or document management experience is beneficial, but
entry-level candidates eager to learn are highly encouraged to apply.

» Technical Proficiency: Comfortable working with standard IT tools (MS Office, particularly Excel and
Word) and office equipment (printers/scanners).

» Language Proficiency: Fluent in English (oral and written) is mandatory; fluency or strong
proficiency in German is a significant advantage.




Desired skills and experience:

>

>

Detail & Accuracy: Exceptional attention to detail with high precision when checking, logging, and
formatting paper and digital documents.

Organization & Order: A passion for systematic record-keeping, filing, and maintaining organized
physical and digital archives.

Willingness to Learn: Enthusiastic about receiving on-the-job training and participating in
internal /external Good Manufacturing Practice (GMP) training relevant to administrative Quality
System functions.

Interpersonal Skills: Friendly, collaborative mindset with clear communication skills and a strong
team-oriented attitude.

We offer the unique chance to be part of a young and motivated team with the vision to change the
patients’ quality of life. This interesting role will give you the opportunity to further develop your
working skills in a biotech environment. In summary you can expect:

>

>
>
>

Fast-Paced Scale-Up Environment: Gain real-world operational experience within a dynamic life-
science company.

Young & Dynamic Team: A collaborative, supportive, and mission-driven working atmosphere.

26 Days of Vacation: Full entitlement per year (pro-rata based on workload and duration).
Structured On-the-Job Learning: Dedicated internal and GMP training tailored to your role.

Are you curious to find out more?

If you are interested in applying for this position, please send your complete application, which should
include the following documents in English

» One-page motivation letter
» Curriculum vitae
» Copies of degrees and references

by using the following link:

Apply Online

For this position, only direct applications will be considered.



https://forms.cloud.microsoft/Pages/ResponsePage.aspx?id=D6sD1dKwSUODXiElv3MsM86_CI6BPsNLv3hVU0Bxd6dUNU8xNEQ5MkFCQTdUSTZOOFZUQzM1Qk9URiQlQCN0PWcu

