
 

 

The HCE Design Group is an engineering consultancy in the construction industry with headquarters 

in Hamburg, operating in Germany and abroad. Providing services with regard to planning, testing and 

monitoring of engineering, structural and civil engineering measures, over the last 20 years we have 

developed a leading role in the field of renewable energies under the guiding principle ENGINEERING 

THE FUTURE.   

For our headquarter in Hamburg we are looking for an 

Assistant to the Management (full-time, m/f/d) 

You completed your commercial or academic education and ideally you have already gained practical 

experience in various areas of office organisation/secretarial work, customer communication, office 

organisation and support for executives? Then the following requirement profile may awake your 

interest and you could become a member of our Team. 

 

Job Description/Tasks: 

 Supporting the management and senior engineers in daily business operations 

 Organisational and personnel management with internal and external scheduling and task  

planning incl. follow-up 

 Preparation, follow-up and support of internal and external meetings and workshops 

 Support in quotation processing, invoicing and accounts receivables management  

 Support in acquisition and marketing 

 CRM - Customer Relationship Management 

 Co-organisation of social media activity and HCE Analytics 

 Preparation of statistics and presentation and planning documents 

 Other classic secretarial tasks such as master data maintenance, compilation of statistics 

and travel planning 

 

Your profile 

 commercial or academic education 

 Very good IT skills (Microsoft Office including Word, Excel, Power Point) 

 Very good language skills (German and English) 

 Further language skills would be an advantage (Polish and French) 

 Analytical and structured thinking 

 Good people skills and communication skills  

 High level of initiative and performance 

 Responsibility, reliability 

 

What we offer you 

 Working in an agile, versatile and internationally active company and network 

 Contribution to business development and research projects 

 Close cooperation with all managers and other employees in a flat company structure 



 Influence on the operational activities of the group of companies through direct cooperation 

with project engineers in national as well as international construction projects 

 Cooperation with colleagues from different countries 

 Engineering the future - among other things, you will be active in the areas of sustainable 

Energy, Resources and Supply. 

 
Would you like to join our team? Please submit all relevant documents (.pdf-files) via email to Dipl.-

Ing. Thomas Hartwig (Managing Director), Bleicherweg 6, 21073 Hamburg, hartwig@hce-design-

group.com. 


