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CEO Personal Assistant

Q Kues,

Komnatua: Aihard.EU
Py6puku: Byxrantepua. dpunaHcel. yyet/ayauT, FOpucnpyaeHuus. npaso,

KoHcanTtuHr

MoxenaHuA K COTPYAHUKY

Ob6pasoBaHue: cpeaHee

OnbIT paboTbl: oT roaa

Mpaduk paboThi: cBoboaHbIN rpaduk padoTsl
OnucaHue BakaHCUKU

Your

Empl

responsibilities

Organizing and coordinating business and private travel, both domestic and international,

Ongoing monitoring and management of all aspects of international travel, i.e.: visas, permits, certificates. Being available
during trips of CEO to ensure the ongoing organization of any tasks assigned during the trip,

Cooperation with law firms,

Cooperation with the accounting department,

Taking care of proper preparation and circulation of documents, ensuring formalities, official matters,

Cooperating with external companies on project related tasks,

Proactively managing the calendar to optimize schedules, coordinating and scheduling internal and external meetings,
Ensuring good business relations with business partners,

Ensuring a positive corporate image and confidentiality of information,

Other ad-hoc tasks.

oyer requirements

Bachelor’s degree or experience as an assistant to Partners/Members of the Board,
Fluency in English (our client works mainly in English, in your daily work you will communicate with foreign partners, prepare
presentation and reports),

Initiative and commitment to work performance,

Excellent organization of own work and coordination of multiple independent initiatives,
Ability to establish and maintain good business relationships,

Ability to manage information flow and make independent decisions,

Openness, conscientiousness, accuracy,

Multi-tasking,

Good knowledge of the Microsoft Office package,

Communicative knowledge of Polish will be appreciated.

KoHTakTHaa uHpopmauyma

Tenedon:

+38 (093) 855-86-45

KoHTakTHoe nuuyo; Adam
Cainr: http://aihard.eu
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