
 
 
 
  
 
 
 
   
Job Title:  Working Student 

 

Division:  Portfolio Management  

 

Location/Office: Düsseldorf  

 

Reporting to:  Head of Portfolio Management 

 

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, secure 

returns for investors. 

 

Primary objective of this position:  

Supporting the Portfolio Management Team by working on administrative tasks (back office), 

allowing the Portfolio Manager to focus on core activities. 

 

Accountabilities & duties of the Portfolio Management  

+ Development of strong relationships with customers requiring regular visits to each asset; 

+ The presentation of the Portfolio and all technical aspects, including structural 

maintenance and repairs, building management systems, management of customer 

issues; 

+ The preparation and execution of short and long term capex plans 

+ All insurance matters, including co-ordinating the processes of obtaining certification from 

lessees and the administration of claims 



 
 
 
  
 
 
 
   
+ The preparation of the annual building budgets and in the calculation and recovery of 

outgoings from customers; 

+ The process of reconciling customers’ accounts; 

+ The arrears control process; 

+ The processing of suppliers’ invoices, answering correspondence and monitoring 

payments; 

+ Be responsible for all information/elements to be transferred to the accounts staff in all 

accounting matters including information of data to be entered into the property 

management system; 

+ Participating / leading the lease negotiation with the Portfolio Manager with the objective 

to become quickly autonomous. 

+ Identifying, generating and managing all the actions on the portfolio that could improve 

and bring value to the building 

+ Being focus on business opportunities and being able to identify/generate good 

discussions with the customers with the objective to develop business 

 

Relationships: 

+ This position reports to the Head of Portfolio Management.  

 

Skills, Knowledge and Experience: 

+ (Civil) Engineering or Real Estate related Master student; 

+ Fluent in German and English (written and verbal); 

+ First experience in Real Estate; 

+ Property building and technical knowledge; 

+ Advanced Microsoft Office skills; 

+ Customer service focus; 

+ Initiative and problem solving; 

+ Sharing knowledge and teamwork; 

+ Good written and verbal communication skills; 

+ Interested in working on transversal projects across the German and European team 

+ Professionalism in all aspects of the work both verbal and demeanour; 

+ Understanding of the company’s business activities and initiative and effectiveness shown 

in the role; 

+ Ability to identify business opportunities with customers and initiate and drive negotiations 

+ Open minded, agile, out-of-the-box-thinking, interested in taking over ownership, 

 

If you possess the proven skills, experience and mindset we are looking for, please email to 

moritz.heissenberg@goodman.com for a first discussion. We want to hear from you! 

mailto:moritz.heissenberg@goodman.com

