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President Joachim Schlange  Vice President Andreas Zamostny 

Administrative Assistant 
 

S&C, a leading international sustainability consultancy, offers sustainability consulting services including 

strategy, organization, communication, supply chain management and software to the private and public 

sector. Clients value our extensive cross-sectoral and international experience paired with the expertise of 

local market requirements, as well as our uncompromising quality of work and loyalty. Est. in 2006, S&C is 

headquartered in Hamburg, Germany, and is owned by its managing partners Joachim Schlange and 

Andreas Zamostny. S&C North America, est. in 2015, is based in New York, NY and is a wholly owned 

subsidiary of Schlange & Co. 

 

S&C North America, Inc. is seeking a part-time (approx. 10 hours per week) Administrative Assistant to 

join our team in New York, NY. This position is available immediately. 

 
Primary Responsibilities: 

 Provide administrative support to partners, principal and consultants 

 Prepare client billings, time and expense reporting, coordinate travel, and arrange meetings 

 Support accounting, tax and payroll processes, as needed 

 Provide backup support, as needed 

 
Qualifications: 

 Previous administrative experience, preferably in a professional services environment 

 High School diploma or equivalent 

 Proficiency in Microsoft Office, including Word, Excel, PowerPoint, and Outlook 

 Native English skills, German language skills considered an asset (but are not required) 

 Valid work permit, does not require sponsorship for employment visa status now or in the future  

 High level of integrity and professionalism 

 Detail oriented with the ability to work independently and as part of a team 

 
Our offer: 

 Through your position, contribute to a more sustainable future every day.  

 Join a close-knit team of dynamic consultants working with American and European blue chips.  

 Receive a fair compensation package, including comprehensive benefits (e.g. health/vision/dental, 
retirement) 

 

To apply, please submit your cover letter and resume to Christopher Haasen (haasen@schlange-co.com). 

We look forward to hearing from you! 

 

S&C is an equal opportunity employer. No phone calls or agencies please. 
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