@ https://jobs.ua/job-admnstrativniy-asistent-administrative-assistant-3845599
(e
Jb @ Baw HaginHUi NOMIYHMK

AamiHicTpaTuBHMK acucTeHT, Administrative Assistant

Q Kuis, O 3 GepesHa 2025

Komnania: 3Shape (https://jobs.ua/company/id/74858) (Bci
" BakaHcii)

Py6puku: OdicHuit nepconan, Pobota 6es ksanidikawii

No6axaHHA Ao cniBpo6iTHWKa

OcesiTa: HE Ma€ 3Ha4YeHHA
Hocsig po6oTu: He BUMaraeTbes
. MOBHUI poBounit
padik poboTu:
padik p AcHb
Onuc
BaKaHcii

Komnania 3Shape cneuianizyetbcs Ha po3pobui 3D-ckaHepiB Ta NporpaMHUX piLllieHb, 3a JOMOMOroH AKMX daxiBui y cdepi
CTOMaTOOril Ta CIyXonpoTe3yBaHHA MatOTb 3MOry HaaasaTtH GinbLu AKICHI MOCNYry LWMPOKOMY KoMy nauieHTiB. Halwli npoayktn — e
BMCOKOTEXHOSOTIYHI iIHHOBaLiMHi ckaHepu Ta nporpamMHi CAD-pilLeHHs, AKi CYTTEBO NONINLWYOTh XUTTA NALEHTIB Ta Nikapis-
CTOMATOSOriB Y BCbOMY CBITI.

lonosHuit ogic 3Shape 3HaxoauTbes y KoneHrareHi. Komanan po3po6Hukie npautotots y HdaHii, YkpaiHi, MiBHiuHiA MakeoHil.
Bupo6HMLTBO KOMNaHIT 3ocepekeHe y MonbLui.

KomnaHia 3Shape — ue mixHapoaHa koMmnaria 3 odpicamu B €8poni, Asii, MNiBHiynin i MNiBaeHHIn Amepuui. IcTopia 3Shape
posnoyvanaca y 2000 poui. HuHi komnaHia Haaae nocnyrv kiieHTam y 6inblu Hixk 100 kpaiHax i Haniyye noHas 2000 cniBpoBiTHUKIB
BinbLu HiX 35 HaLioHaNbLHOCTEW.

KomnaHia 3Shape — HaziiHuit poboToaaselb Ha YKpaiHCbKOMY PUHKY npadi. IcTopin ykpaiHcekoro odicy posnovyanacs B 2006 podi, i
MU NPOZOBXYEMO 3pOCTaTH, 3alMaEMOCS MOLLYKOM HOBKX CMiBPOBITHUKIB Ta LLMPO NiKMyEMOCs NPO HUX HaBiTh MiA Yac BilMHKU B
YkpaiHi. 3okpema, M1 NiaTpUMyemMo criBpoBITHUKIB, AKi NpKU3BaHi Ha BilicbkoBy cryxBy, a Takox TypOyemoca npo ncuxiyHe 340poB'aA
YCiX KOner Ta opraHisoByemo pAaa 3axoAis Anf Koro niaTpUMKK.

KomnaHia 3Shape — ue cTabinbHiCTb | BIEBHEHICTE Y MaiOyTHEOMY.

We are looking for a self-driven and energetic Administrative Assistant for our Kyiv Administration team.

Areas of responsibility:

Managing office supplies and consumables, ensuring timely procurement

Coordinating with suppliers for order placement, delivery tracking, and quality control
Overseeing document processing, including invoices, contracts, and financial documentation
Maintaining and updating internal databases (suppliers, employees, access management)
Facilitating the onboarding process by preparing documentation and organizing workspaces
Supporting corporate event planning, vendor coordination, and logistics management
Ensuring the smooth operation of office equipment (printers, scanners, laminators)

Utilizing MS Office tools for document creation, data analysis, and communication

You should have experience in several of the following fields:

Higher education

At least Intermediate level of English

PC literacy (MS Word. Excel, PowerPoint)
Relevant working experience is an advantage
Experience in travel arrangements is an advantage

We also want you to have:

« Responsible attitude and good team working skills
« Ability to establish priorities and plan, coordinate own work


https://jobs.ua/company/id/74858
https://jobs.ua/company/id/74858#all_company_vacancys
https://jobs.ua/vacancy/office_personnel
https://jobs.ua/vacancy/without_qualification_job

o Excellent communication skills
« Ability to handle multiple tasks, meeting deadlines

Being the part of us means:

« Opportunity to become a part of the accomplishments that 3Shape has created over the past two decades.
Meaningful work that changes the future of dentistry

Work in a unique professional and friendly environment

Constant professional growth and development

A healthy work-life balance

We offer:

39 hours of cooperation per week within a flexible time frame

24 business days of annual leaves

Medical insurance (with additional Dentistry Budget and 10 massaging sessions per year included)

Good working conditions in a comfortable office near National Technical University “KPI” which includes: Blackout ready
infrastructure. Corporate Paper Book Library. Gym-Room with Shower.

A parking lot with free spaces for employees

Partial compensation of lunches

Paid sick leaves and child sick leaves

Maternity, paternity and family issues leaves

Well-being program: monthly well-being meetings and individual psychology hot-line

Want to join us and change the future of dentistry?
For more information, visit our web-site: www.3shape.com or contact by email recruit-ua@3shape.com.
Information about our open vacancies you can find here: 3shape.com/...porate/Careers/#vacancies

You can follow us on social media : facebook.com/3Shape

KoHTakTHa iHdpopmaLif

Cawnt: http://www.3shape.com
Aanpeca: Kuis, MNonbosa, 21
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