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nepcoHan
Mo6amaHHA Ao cniBpobiTHUKa
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Hocsin po6oTu: 060B'A3KOBUI
. NoBHUI PoBoUMit
padik poboTu:
padik p feHb
Onuc
BaKaHcil

KN «Mneco» 3anpolye Ha po60Ty NPOBIAHOrO JOKYMEHTO3HABLA

MpwuBit! M — KM «Mneco», komaHaa, Aka A6ae Npo Kpacy # YMCTOTY HALLKMX BOAOKM Ta HABKOMMLLHBOrO cepesoBuila y Kvesi.
AKLLO TM xoueLl NpauoBaTh y cdepi, Lo NoeAHyEe BaXIMBY coLianbHy MICito Ta BiANoBiAanbHy A0KYMeHTauiiHy po6oTy — MU paao
3anpoLuyemo Tebe npueaHaTUCh A0 HaC Ha Nocaay AOKYMEHTO3HaBLA.

LLlo BxoaMTUME A0 TBOIX 000B’A3KIB:

o BeneHHA Ta cuctemartusauia AoKymMeHTauii niaAnpYeEMCTBA BIANOBIAHO A0 BUMOI 3aKOHOAABCTBA Ta BHYTPILLHIX CTaHAAPTIB.

o OQOPMIIEHHS Ta KOHTPOSb NPaBUIbHOCTI IOKYMEHTIB, L0 CTOCYHOTECA 61aroyCTpot, OXOPOHU Ta YTPUMAaHHSA BOAOWM i
3emMenb BOAHOrO GOoHAY.

o [liaroToBka 3BiTiB, AOBIAOK i CYNPOBIAHOT AOKYMEHTALiT ANA BHYTPILLHBOrO Ta 30BHILUHBOTO BUKOPUCTaHHA.

« CniBnpaun 3 pisHAMKM nigposainamy nianpuemcTsa Anea 3abesneyeHHs CBOEYacHOro 06MiHy iHpopmMalieto.

o [igroToBKa AOKYMEHTIB Ana nepejadi 0 apxiBy Ta 3ab6e3nedyeHHs 30epexeHHs ix.

TBOi WoAeHHi 3aaaui:

o OdpopmreHHA Ta peecTpauif NINCTIB, HaKasiB Ta iHWKUX 0DiLiMHUX AOKYMEHTIB.

o KOHTponb TepmiHiB noaaui Ta 06poOKM AOKYMEHTIB B CUCTEMI eNeKTPOHHOrO AoKyMeHToo6iry ACKOZ.

o Bsaemozin 3 KOHTPOMOUMMM OpraHamy LWoAo 0POPMIIEHHA HEeOOXiAHOT AoKyMeHTaLil.

« Jlonomora Koneram y niarotoBLi AOKYMEHTIB.

o [locTiiHEe OHOBMEHHA 3HaHb 3 HOPMATUBHO-NPABOBMX aKTIB, O CTOCYOTbCA cPepu AiANbHOCTI MiANPUEMCTBA.

Twv ineanbHO niaxoAML HaM, FAKLLO:

Maeww aocsia po6oTu 3 AOKyMeHTaLiero BiZi 2 POKIB.

Bonogielw opraHi3oBaHicTIO, yBaXHICTIO A0 AeTasient | BiANOBIAANbHICTHO.

Bwmieww npalroBaTi B CUCTEMi €MEKTPOHHOIO AoKyMeHToo6iry ACKOL.

Bwmiew npautosatu 3 odpicHummn nporpamamu (Word, Excel, enektpoHHa nowuta).

[oTOBMI HaBYaTUCA Ta BAOCKOHANOBATKU CBOI NPOPECINHI HABUYKY.

MoO3UTMBHO HaNaLLTOBaHUI HA KOMaHAHY po0OTy Ta BIAKPUTWIM A0 CiNKyBaHHS.

[na Hac BaxxvMBo 6aunTy cepel KaHaAMAaTIB CTYAEHTIB, MH0AEN 3 iHBasiAHICTIO, MEeHCIOHepiB, BeTepaHiB — MM padi HaJaTu
NIATPUMKY | CTBOPUTHU KOMDOPTHI YMOBHM A8 KOXHOTO.

LLlo nponoHyemo mu:

CrabinbHy poboTy y BauBii Ana Micta Ta cycninibctea cdepi.

MoBHY 3alHATICTb i3 0diLiHKM NpaleBnalTyBaHHAM Ta CBOEYACHOK BUMMIATO 3apoBiTHOT nnaTw.
3apnnaty Ha pieHi 30 000 rpH.

JpyxHto Ta niaTpumyrody atmocdepy B KONEKTUBI.

MoxnuBicTb NPOPECIAHOro PO3BUTKY Ta HABYAHHA.

Hyuke cTaBneHHs A0 ocobnuBux NnoTped cniBpoBiTHUKIB.

MepesBarn ana BeTepaHis — MU LiHYEMO Ball BHECOK i rOTOBI NiATPUMATH.

AKLWO TK WyKaelw poBoTy 3 ceHcoM, Aie TBOA npaus Jonomarae 36epirati Ta NoKpallyBaTh HaBKOULLHE CepesioBuLLEe CTONMULi, —
npueaHyica Ao Hawoi koManan! My LiHyeMO KOXHOro cniBpoOBiTHHKA | pa3oM poBumo KuWiB UMCTILLMM i KOMDOPTHILLMM ANA XWTTA.


https://jobs.ua/vacancy/office_personnel

Yekaemo Ha TBOKO 3anABKy!

Pexum poboTu:

3 noHeAinka no n'atHuuto 3 800 Ao 1700

06iaHA nepepsa 3 1200 zo 1300

Micue po6oTu: m.Kuis, Byn.M.Cnobiackka, 7 (paioH MeTpo «JliBoGepexHar)

Pestome Hanpasnatu 3a en.agpecoto PlesoVK@ukr.net, Bianosiab 6yae HazaHo Bam B eNeKTpOHHOMY BUIALI

KoHTakTHa iHdopmaLuia

TenedoH: +38 (044) 517-63-98
KoutakrHa HataniaTuweHko
ocoba:

Canr: https://pleso.kyiv.ua/

M.KuiB, Byn.M.Cnobiacbka, 7 (paioH MeTpo

Anpeca: <<ﬂi8066pe)KHa>’)
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