
 
 
 
  
 
 
 
   
Job Title:  Commercial Assistant (temporary) 

 

Division:  Development 

 

Location/Office: Germany (Hamburg) 

 

Reporting to:  Head of Northern Germany  

 

 

Goodman is an integrated property group that owns, develops and manages industrial 

property and business space. 

 

+ Own: Goodman buys property for the long-term, 

providing ongoing relationships with customers 

and investment opportunities for its funds 

+ Develop: Goodman’s tailor-made developments 

across Asia Pacific and Europe are designed to 

meet the individual needs of its customers 

+ Manage: Goodman’s in-house property 

services teams ensure the operational needs 

of its customers are met and its assets are 

maintained to an exceptional standard. This 

generates increased customer satisfaction, 

higher retention rates and, in turn, secure 

returns for investors. 

 

 

Primary Objective of this position:  

Responsible for all administration matters in our Hamburg office and administratively support 

our commercial team members in their daily tasks.



 
 
 
  
 
 
 
   
Accountabilities & duties:  

 

Commercial Support: 

 

+ Administrative support to the Business Development team: drafting letters, filing, 

scanning and maintaining physical and electronic files.  

+ Preparation of proposals 

+ Develop client presentations 

+ First point of contact for clients 

+ Coordinating diaries and meetings for the team. 

+ Assistance in ad-hoc projects. 

 

Office management assistance; 

 

+ Order and maintain relevant office supplies for effectiveness of personal duties; 

+ Drafting internal memos, distribute office communiqués; 

+ Maintains equipment by completing preventive maintenance; troubleshooting failures; 

calling for repairs; monitoring equipment operation; 

 

Relationships:  

 

+ Liaise with team members on a daily basis to get a schedule of the assistance they 

require; 

+ Contact with internal and external contacts in an international working environment; 

+ Liaise with other team assistants to organise meetings and administrative tasks 

(signatures required, interdepartmental meetings, …); 

 

Skills, Knowledge and Experience: 

 

+ Bilingual (fluent English and excellent German – written and verbal) 

+ Basic knowledge in real estate business / construction / land acquisition  

+ Ability and flexibility to support other departments, i.e. marketing or technical team  

+ Advanced MS-Office skills (powerpoint, excel) 

+ Ability to quickly adapt to company specific software, i.e. sharepoint  

+ Ability to multi-task and prioritise workload 

+ Flexible, motivated and proactive approach 

+ Stress resistant 



 
 
 
  
 
 
 
   

+ Strong communication skills 

+ Autonomous and adaptable 

+ Team spirit and common sense 

+ Flexible in terms of working hours (if required) 

+ Experience in a similar role 

 


