
Team Assistant Job Posting # DE-2017JL-3F710  

Herzogenaurach, Germany, July 17, 2017  

PUMA is one of the world’ s leading Sports Brands, designing, developing, selling and marketing footwear, 

apparel and accessories. For over 65 years, PUMA has established a history of making fast product designs for 

the fastest athletes on the planet. PUMA offers performance and sport-inspired lifestyle products in categories 

such as Football, Running, Training and Fitness, Golf, and Motorsports. We are committed to working in ways 

that contribute to the world by supporting creativity, sustainability and peace, and by staying true to the 

principles of being fair, honest, positive and creative in decisions made and actions taken. Would you like 

working in a fast pace and multicultural environment? Then PUMA is the right place to be! Become a member 

of our successful team based in Herzogenaurach. We are currently looking for a Team Assistant (m/f). 

YOUR MISSION 

 Work on current secretarial duties incl. care for guests  

 Correspondence in German and English language 

 Coordination of the information flow 

 Provision of travel planning and scheduling incl. travel expense accounting  

 Preparation and follow-up of meetings incl. recording  

 Data and file maintenance 

 Provision of further general administrative tasks 

YOUR TALENT 

 Successfully completed commercial training or equivalent relevant apprenticeship 

 Very good skills in MS Office products 

 Brilliant organisation and coordination skills as well as the ability to keep track even in hectic situations 

 Excellent communication skills 

 Fluent written and oral English language skills as well as very good German language skills 

 Ability and openness for autonomous work as well as a large degree on initiative 

 High degree on confidentiality and honesty 

 Proactive, positive, determined and engaged appearence 

 

If you are a flexible, open-minded and dedicated individual, PUMA offers interesting opportunities not only in 

an exciting and challenging industry, but also an enjoyable and open working atmosphere. If you have the drive 

and commitment to work in the dynamic and demanding PUMA environment, please submit your online 

application including your CV with your possible starting date and salary expectations. 


