
 

 

 Interested? 

Please send your application, stating your earliest 
starting date and your desired salary, preferably via  
e-mail to jobs@x-spectrum.de.  
If you have any questions, please contact Stefanie Jack. 

 
 
X-Spectrum GmbH 
Luruper Hauptstraße 1  
22547 Hamburg, Germany 
Tel: +49 40 401 130 416 
https://x-spectrum.de  
 

 

 
 

Personnel Officer/Office Manager (f/m/d) 

X-Spectrum GmbH develops and distributes state-of-the-art detectors for research 
institutions and laboratories. We contribute significantly to scientific progress in the fields 
of research with synchrotron radiation and electron microscopes. Based at one of the 
world's leading research centers, we collaborate with partners and scientists from all over 
the world. Our international team consists of motivated people who are passionate about 
technology, and we are looking for new team members who share our passion for new 
technologies. We are searching for a candidate to fill a permanent position as a Personnel 
Officer/Office Manager (f/m/d) in full or part time (at least 32 hours/5 days per week). 

Your tasks 
• You will be the contact person for our employees in all administration matters 

involving personnel. 
• You will be responsible for payroll tax and social security issues and for creating 

and maintaining personnel files. 
• Your tasks include preparatory payroll accounting, including correspondence with 

the tax office responsible for accounting. 
• You will support our recruiting department in the management of applicants.  
• You will draw up employment contracts and assist with the onboarding process. 
• You will organize team events. 
• You will manage X-Spectrum's central secretariat, which is the first point of 

contact for all employees, visitors, and callers.  
• You will be responsible for central tasks such as reception, incoming and outgoing 

mail and phone calls, and office organization. 
• After a thorough introductory training, you will be responsible for individual 

standard processes in the area of data privacy. 

Your profile 

• You have successfully completed a commercial apprenticeship, preferably in the 
field of Human Resources. 

• You have relevant professional experience as well as relevant knowledge in 
personnel administration. 

• You have a convincing hands-on mentality and enjoy helping to shape the 
company. 

• Your strengths include a strong service mentality and good communication skills. 
• You work style is structured, independent, conscientious, and discreet. 
• You are fluent in German and English, both written and spoken. 

Your benefits 
responsible tasks | flexible working hours | family-friendly working atmosphere | remote 
work by arrangement | high level of innovation | modern office | international research 
community | independence | creative opportunities | further development | an 
enthusiastic, ambitious, and friendly team 


