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Photon Energy is a leading solar energy solutions and services company covering the entire lifecycle of 

solar energy systems. We have built and commissioned solar power plants with a combined capacity of 

over 100 MWp across Europe and Australia, of which over 70 MWp are part of our own portfolio. Photon 

Energy is headquartered in Amsterdam, the Netherlands and listed on the Warsaw Stock Exchange under 

the ticker symbol 'PEN'. The company has offices in Europe, Australia and South America. For more 

information, please visit www.photonenergy.com. 

To strengthen our team and ensure support for one of the top managers, we are looking to fill the following 

position based in our Prague office: 

Executive assistant to CEO 

Key Responsibilities 

► Organization of travel: bookings, travel reports and general support 

► Preparation and follow-up for internal and external meetings, including research  

► Recording minutes of meetings, summarizing and monitoring action points and deadlines 

► Drafting official correspondence in both Czech and English 

► Managing schedules, organizing meetings and appointments 

► Acting as point of contact and maintaining communication with internal and external teams and 

parties  

► Managing domestic and international business affairs 

► Providing support with the preparation of documents and presentations using PowerPoint and 

other templates 

► Handling email and other correspondence 

► Completing other ad-hoc tasks as required 

► Some management of private (not work-related) agenda 

We require 

► 5+ years of experience as PA or executive assistant 

► Fluent English, both written and spoken is a must 

► Fluent Czech, both written and spoken is desirable 

► German is a significant advantage 

► Polish, Hungarian and/or Spanish is an advantage 

► Understanding of business processes, financial literacy 

► Strong interpersonal communication skills 

► A solution-oriented mindset is a must 

► The ideal candidate will also be committed, hard-working, very adaptable, diligent, responsible 

and highly intuitive 

 

http://www.photonenergy.com/
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We offer 

► Full-time employment 

► Opportunity to work in a dynamic international environment  

► Remuneration based upon experience  

► Potential for both professional and personal development 

Employee benefits (25 days of paid vacation per year, a work laptop and mobile phone, 

MultiSport card and other benefits) 

 

If you are interested in the position and fulfil the above requirements, please send your CV along with a 

recent photograph and motivational letter in English to careers@photonenergy.com. 

 

Working location: Amazon Court, Karolinská 661/4, Praha 8 – Karlín 

Type of employment: Full-time position 

Length of contract:  Indefinite, with a 3-month probation period 

Type of employment:  Employment contract  

Required languages: Czech and English 
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