
Who we are: 

Krystal Biotech, Inc. is using gene therapy to develop effective and novel treatments for skin diseases. 
Our goal is to make a meaningful difference in the lives of underserved patient populations with 
debilitating skin diseases. We work to accomplish that through scientific innovation, operational 
excellence and believe that “nature operates in the shortest way possible”. (Aristotle) 

Our vision: 

We strive to be the leader in the development of novel and proprietary “off the shelf” gene therapy 
products to fight some of the world’s most serious skin diseases.  

Our mission: 

To develop transformative, innovative, and science-based HSV gene therapy products and processes to 
dramatically improve people lives.  
 
Job Description Summary: 

Krystal Biotech is seeking a highly motivated Executive Assistant to provide high-level administration 
support to the Executive Team and other senior staff.  The Executive Assistant will also provide 
administrative support to Krystal Biotech’s Boston-based Commercial office during its growth phase.  
They are expected to operate in a professional manner while maintaining a high level of confidentiality. 
 
Specific responsibilities include but are not limited to: 

• Provides high-level administrative support and assistance to the CEO, COO, CAO and other 
assigned leadership staff. 

• Must be able to maintain confidentiality at all times. 
• Performs clerical and administrative tasks including drafting letters, memos, reports, and other 

documents for senior staff. 
• Serve as a gatekeeper to administrate and handle incoming requests. 
• Assist in preparation, including presentations, for board meetings and other meetings. 
• Arranges travel and accommodations for appropriate team members. 
• Schedules and attends meetings on behalf of executives, taking notes and recording minutes. 
• Receives incoming communication or memos on behalf of senior staff, reviews contents, 

determines importance, and summarizes and/or distributes contents to appropriate staff. 
• Assist with maintenance of an off-site office location including maintaining records, ordering 

supplies, and other duties. 
• Performs additional duties as assigned by executives. 

 

The ideal candidate is/has: 

• A minimum of 5 years of executive administration experience is required. 
• Strong organization skills. 
• Excellent oral and written communication skills. 
• Ability to handle confidential material and exercise discretion. 
• Advanced skillset with Microsoft Office Suite and Apple Products. 
• Must be a self-starter and capable of working with minimal oversight. 



• Team player who can proactively take initiative on tasks. 
• Must be able to handle multiple roles and work in a fast paced and changing environment and 

know how to prioritize activities appropriately. 
• Ability to travel 10% 

 

All interested applicants are required to submit their CV/Resume and Cover Letter to 
jsuskin@krystalbio.com. Please note, applications submitted without resumes and cover letter will not 
be accepted.  

Krystal Biotech, Inc. is an Equal Employment Opportunity and Affirmative Action Employers. Qualified 
applicants will receive consideration for employment without regard to race, color, religion, sex, sexual 
orientation, gender perception or identity, national origin, age, marital status, protected veteran status, 
or disability status. Headhunters and recruitment agencies may not submit resumes/CVs through this 
Web site or directly to managers. Krystal Biotech, Inc. does not accept unsolicited headhunter and 
agency resumes. Krystal Biotech, Inc.  will not pay fees to any third-party agency or company that does 
not have a signed agreement with Krystal Biotech, Inc.   
 


