
 
 
 
  
 
 
 
   
Job Title:  Team Assistant - Prague Office 

 

Division:  Development / Region CEE 

 

Location/Office: Prague, Czech Republic 

 

Reporting to:  Country Manager Czech Republic& Slovakia 

 

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, secures 

returns for investors. 

 

Primary Objective of this position:  

Assist the Czech & Slovakian Team (Business & Technical Development & Property 

Management) in their daily tasks and maintain an excellent administrative system. 

 

Accountabilities & duties  

+ Commercial support:  

+ support on project coordination 

+ contacts with clients, agents and prospects; 

+ maintenance of database(s); 

+ collaboration with the marketing department based in Warsaw and Brussels; 



 
 
 
  
 
 
 
   

+ implementing and executing an effective, integrated and measurable marketing 

program in close collaboration with the Marketing Department in Warsaw and 

Brussels; 

+ management and coordination of agendas and meetings; 

+ drafting letters, reports, minutes of meetings; 

+ filing, scanning, maintaining physical and electronic files 

+ local coordination and maintenance of IT systems and procedures 

 

+ Office management support:  

+ reception & telephone (first point of contact to customers) 

+ distributing of incoming and outgoing mail; 

+ office supplies & correspondence 

+ basic accounting work : input of invoices (tracking sheet), petty cash and 

reconciliation, …  

 

+ Represent Goodman in a professional manner to potential external contacts through direct 

communication, telephone calls, and emails and at networking events. 

+ Assistance in ad-hoc projects depending on business needs and capabilities of the 

assistant 

 

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: 

+ Fluent in English (written and verbal) as well as native language(s) Czech and Slovak. 

+ Ability to work well under pressure, prioritize work schedule, respond professionally to and 

meet tight deadlines.   

+ Demonstrate significant experience as an assistant of minimum 5 years, preferably in the 

real estate business. 

+ Skilled in using MS-Office applications 

+ Communicative, proactive, creative and assertive   

+ Strong communication skills in all forms including written, oral, email, telephone, and 

presentation  



 
 
 
  
 
 
 
   
+ Ability to work well within a team, flexible and adaptable, common sense 

+ An outgoing and creative personality, daring to think out-of-the-box 


