
ABOUT ferm LIVING 

ferm LIVING is a Danish design company founded in 2006 by our 
Creative Director, Trine Andersen. From our home in Copenhagen, we 
work with artisans around the world, fusing our Scandinavian mindset 
with global skills and traditions. Our collections are defined by soft 
forms, rich textures and curious details that let you create composed 
atmospheres with a touch of the unexpected.  

WHAT YOU’LL BE DOING

Even though all our colleagues like to help with practical, daily tasks 
and we take good care of each other, we need an energetic and service 
minded receptionist. You will play a central role in making sure, that 
our surroundings are ideal for a good workday - something we care a lot 
about.

Your primary task will be to ensure that everyday office life runs 
smoothly and that there is never a shortage of milk in the fridge or pens 
in the copy room; you also help plan and make sure that birthdays and 
other significant events are celebrated. 

• Day to day office administrative tasks from answering the phone  
 and emails to arranging couriers, keeping the office clean and 
 tidy -  and everything in between
• Arranging lunch in our canteen and preparing state of the art  
 Friday breakfasts
• Being on top of office maintenance and facilities in coordination  
 with landlord
• Preparing for meetings, servicing, and clean-up
• Ongoing tasks such as watering flowers, empty dishwashers,  
 washing towels, descaling coffee machines, getting rid of   
 cardboard etc.
• Ad-hoc administrative support, i.e., access chips, parking 
 permits etc. 

The position is full time and your day starts at 07:30. We are based in 
Copenhagen and you report to the HR Manager.

WHAT WE’RE LOOKING FOR

It is important to us that you are reliable and flexible, and you thrive 
in a dynamic everyday life where you keep your cool and maintain the 
unique and personalized service experience.  Your work may sometimes 
go unnoticed, but rest assure your work is always highly valued and 
fundamental for all your colleagues. 

Your smile is contagious to your surroundings, and you are passionate 
about providing the best service for house guests and colleagues. No 
task is too small to be done and nothing escapes your sharp eye for 
detail.

• Can work independently, has a good sense of order and an eye 
 for detail  
• Takes responsibility for good service, and good colleagueship
• Thrives on alternating tasks and can keep track when tasks are  
 many
• Have a hands-on approach and meet challenges with a smile
• Experienced user of Outlook, Word, preferably also PowerPoint  
 and Excel

Since you will be part of an international company with a global 
network, it is important that you are fluent in English.

INTERESTED?

Then send your application and CV (in Danish or English) to us online. 
That is the only way we receive applications. We read applications 
on an ongoing basis, which is why we encourage you to submit your 
application as soon as possible.

If you have any questions about the position, please contact HR 
Manager, Britt Sorth, +45 7022 7523.

We look forward to hearing from you.

RECEPTIONIST 
Do you love to create a cozy and family like atmosphere in the 
office and making sure that everything runs smoothly? Are you 
service minded and committed to making everyday life in the 
office easy for your colleagues? Are you willing to go the extra 
mile to support your colleagues and our guests in a professional 
and welcoming way?

Life is full of contrasts. As we navigate expectations and dreams in the search for meaning and comfort, we long for a balanced life with room for chaos and calm, moments of reflection and times 
of joy. A place where we can be ourselves, realize the true value of things and feel at home. Based on a passion for authentic design and clear functionality, we challenge ourselves to shape the future 

and take pride in creating products that help you balance the contrasts of life. We create collections of furniture, accessories, and lighting, so you can create space to feel comfortably you.

https://fermLIVING.reqruiting.com/Pages/Application/Apply.aspx?id=12889

