
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

With several facilities in Munich, Infanterix has enriched the range of childcare with multilingual  
and multicultural nurseries and kindergartens for more than 10 years. Our goal is to teach the  
children to become confident, responsible, and open-minded individuals who are able to deal with  
different challenges in our multicultural world. In our 15 facilities in Munich, we currently offer over 1000 spots 
for children from the ages of 6 months to school-aged and employ over 200 employees.  
 
Due to our continuous growth we are looking for a passionate and diligent  

 

English-speaking Human Resources Assistant (f/m/d) 
 

If you are passionate about HR operations and you would like to give your contribution in creating a great 
company culture, this is the right position for you. 
 
 
Job Description: 

- You will report directly to the Head of HR  
- Management of the recruitment process of the educational staff (A to Z responsibility) 
- Proactively and continually attracting and networking with potential candidates 
- Posting job ads on careers pages and processing received resumes 
- Manage and update HR databases  
- Update employee personnel records and documentation 
- Prepare, manage and file employee paperwork  
- Answer employees’ questions and provide requested information 
- Answer telephone calls and provide needed information  
- Help organize and manage new employee orientation, on-boarding etc. 
- Translations from German into English  

 
Your profile:  

- A degree in Human Resources or previous working experience as an HR administrative assistant 
would be appreciated 

- Fluent in English: Must be able to communicate clearly, both written and orally 
- Professional knowledge of German  
- Strict adherence to confidentiality at all times 
- Excellent organizational and time-management skills 
- Excellent communications and interpersonal skills 
- Act as a reliable and supportive team member 
- Microsoft Office Skills 

 
We welcome applications from suitably qualified people with disabilities. 
 
If you are ready to take on this challenge, submit your application (PDF)  
with reference code WS19 via e-mail to: hr(at)infanterix.de  
 
Infanterix 
Human Resources Department 
Heiterwanger Straße 36 
81373 Munich / Germany  
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