
 

 

 

 

 

 

Human resources assistant (m/f/d) (part time, 30 hours) bilingual German/English 
in Hamburg-Moorfleet 

 

 
We are 

 

the specialist for creative greening design with offices in Hamburg (Germany) and Dania Beach (Florida). For more than 25 

years, our company has specialized in the development of greening concepts with live, artificial and preserved plants and 

also in solutions including furniture. In addition to prestigious cruise ships, our customers include well-known shopping 

centers, shops, hotels, healthcare facilities, homes for the elderly and office complexes. Please find more information at 

www.dauerflora.de 

 

 

In our headquarter in Germany, all HR matters are managed – both for our offices in Hamburg and Dania Beach. 

Therefore, an excellent command of the English language is mandatory (native speakers welcome). 

 

Key responsibilities: 

 Preparation of HR documents like employment contracts, amendment agreements and references 

 Communication with offices, authorities and health insurance companies in Germany and the USA 

 Maintenance and monitoring of time recording and absence times via Atoss Timecontrol (Germany) and ADP 

(USA)  

 Preparation of payrolls for Hamburg and Dania Beach 

 Maintenance of personnel data 

 Applicant management 

 General administrative tasks 

 

What we expect: 

 Successfully completed professional training in a commercial field 

 Preferably first work experience in the field of HR and knowledge of social security and employment law 

 Ideally experience in HR relevant topics in the USA 

 Hands-on experience with MS Office applications 

 Fluent English 

 Agility, reliability as well as team-working and communication skills  

 Interpersonal skills 

What we offer: 

 diversified work 

 supportive working environment in a dynamic and empowering team 

 opportunity to bring in new and creative ideas 

 fully equipped kitchen and employer contribution for lunch expenses 

 Employer contribution to occupational pension provision 

 

 

We are looking for you at the earliest possible starting date for at least 25 hours/week. If you are interested, please send 

us your application documents via e-mail (pdf format) indicating your salary expectation and availability. Your contact 

person is: Ilka Schünemann, e-Mail: ilka.schuenemann@dauerflora.de 

 


