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AnMiHicTpaTUBHUI acuUCTeHT (6e3 goBiay)
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Komnanua: 3ECT Aytcopcinr (https://jobs.ua/company/id/102317) (Bce BakaHcuu)

Py6pukn: QducHbii nepconan, Pabota ans cryaeHTos, Pabora 6e3
KBanudwuKalum

MoxenaHWA K COTPYAHUKY

Ob6pasoBaHue: MosHoe BbicLee
OnbIT paboThl: He TpebyeTcs
NoSHbIN padoumni
Mpaduk paboTbi: P
AeHb

OnucaHue BaKaHCUU

3ECT AyTcOpCiHr LWyKae kaHavAaaTa Ha nosuuito «AAMiHICTPaTUBHUM aCUCTEHT» B paMKax NPOEKTY ANA MKHAPOAHOT KOMNAHiT,
fIKa € CBITOBWM NiAEPOM Y ranysi EHEproMeHeKMEHTY Ta aBTomMaTtmaadii.

Lle BiamiHHa MOXIUBICTb ANA TUX, XTO NparHe npauksaTti B HaAiMHIM KOMNaHii Ta po3BMBaTUCA B MiXHAPOAHOMY cepeaoBuLLil

OCHOBHi 060B'A3KHU:

* BUKOHaHHSA LLOAEHHNUX aAMIHICTPaTMBHUX 3aBAaHb (AOKYMEHTH, 6a3u AaHuUX, 3BiTH);
» OpraHisauifa 3ycTpiuyen, KoHpepeHLin Ta Noi3aoK;

» OHOBMNEHHA, nepeknaa i pefaryBaHHA 0PilifiHUX Ta MapKETUHIOBUX JOKYMEHTIB;

* BezeHHa GrokeTy BiaZiny Ta NiaroToBKa GiHaHCOBUX 3BiTiB.

* [iaTpmMKa KomMaHaM B NPOeKTax (NoLwyK iHpopmalii, npeseHTauii, npoMo-marepianu).

Bumoru no KaHauAaaris:

* BuLa ocsita (Takox po3rnagaemMo CTyAEeHTIB OCTaHHiX KypciB);
* BaxxaHui aocsia poboTh Ha aAMIHICTPATUBHMX NO3WLISX;

* English — Pre-Intermediate level i BuLLe;

» BnesHeHui kopucTysay MS Excel;

« focsia po6otn 3 CRM cucTemoto Byae nitocom;

 BmiHHA npauytoBaTv 3 BENUMKMM 06carom iHpopmaii.

YmoBHM npaveBnaluTyBaHHA:

* OdopmneHHa B wTar 3rigHo K3nlT;

* Mpadik poBoTu: pobota B odici 3 09:00 Ao 18:00, n’'ATUAEHHMIA POBOUMIA TUXKAEHD;
» KomneHcauia xapyyBaHHs;

* KoHKypeHTHW piBeHb 3apobiTHOT nnatu;

* MOX/MBICTb Kap’'€epPHOro pocTy;


https://jobs.ua/rus/company/id/102317
https://jobs.ua/rus/company/id/102317#all_company_vacancys
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* 3pyyHe posTtallysaHHsa odicy: M. Kuis, cT. M. [NoyaiHa.

Hapcunaiite cBoE pestome uepes canT, abo TenedpoHyinTe, NUWITL HaM.

Bci BakaHcii 3ECT AyTcopciHr Ha canTi zest.ua/
Byab nacka, 3BepHiTb yBary, L0 HaAcuiaoumn pestome Ha enektpoHHy aapecy TM 3ECT AyTtcopciHr (@hr-outsourcing.com.ua), Bu
HapaaeTe 3roay Ha 06pobKy HaaaHWx Bamu nepcoHanbHUX AaHKx 3 MeToto ninbopy Ta 3abesneyeHHa NepcoHariom NiANPUEMCTB i

opraHisayi 3aMOBHUKIB KOMNaHii.

*OTpuMyBaTH BiZl rpOMaAsH, AKUM HaZaHo MOCyru 3 MoLyKy po60TH Ta CIpUAHHA B NpayeBnallTyBaHHi, iHLWi NOB'A3aHi 3 LM
nocnyru, roHopapu, KoMiciiHi abo iHwWi BUHaropoau 3a6opoHAETLCS.

KoHTakTHaa nHdopmauuma
Tenegpon: +38 (093) 628-33-70

Cant: http://zest.ua/
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