
 Job profile  

 

 

Project: NEW PROJECT 

 

Sub project: All 

Function: Project assitant  

 

Start: asap  Location: Hamburg 

 
Project summary:  
 

NEW PROJECT / subproject 

 
The Client will be geared towards the future of complex metallurgy through the implementation of the 
NEW PROJECT. The innovative combination of pyro- and hydrometallurgical processes creates a 
competitive advantage that sets the Client apart from the competition in various raw material 
segments and markets. In addition, new raw material markets can be opened that were not previously 
accessible. By processing additional raw materials and accelerating the extraction of precious metals 
in an efficient metallurgical concept, the division will provide a clearly positive contribution to the 
Client Group’s results in the future. 
 

 
Job summary:  
 

Project assistant 

 
As part of the Client organization, the project assistant has to support the project manager. 
 

 
Details: 
 

No. Description 

    

1 Tasks / responsibilities 

  
The project assistant is the person whose role is to provide support to the project under the direct 
supervision of the project manager 
 
He/she will carry out administrative duties by collecting data, sorting, filing and sending out project 
files to the right personnel, contractors, and stakeholders. 
 
He/she takes records of all project items, and sees to it that they are adequately delivered to the 
various departments as directed by the project manager. 
 
He/she makes arrangements for meetings, presentations, seminars and trainings being organized 
 
As a guide to the director, he/she keeps track of all activities and ensures that he/she constantly 
reminds and intimate the project manager of what needs to be done even when they have forgotten 
about it, in order to meet up with deadlines. 
 

2 Education 

  
Office management, clerk or similar 

3 Qualifications 

 Minimum 2 years of office or project assistant experience 
 



 Job profile  

 

 

No. Description 

Working directly with Client departments (e.g. CPL, RD&I, Engineering etc.) and external contractors 
and consultants 
 
Experience in SAP, PME, and the relevant Client Controlling, Traveling and Reporting Tools 
 

4 Personal skills 

  
Excellent skills with SAP, Microsoft Office (Word, Excel, PowerPoint) and Lotus Notes 
 
Ability to pay attention to details 
Ability to solve problems 
Ability to manage time effectively 
 

5 Special skills 

  
Good communication skills in English and German 
 

6 KPI´s 

 -- 

7 Organisational issues (internal) 

  
Directly reports to the project manager 
 

 
 


