Worki

Pavel Vaculciak s.r.o.
Administrativny pracovnik

Place of work

971 01 Prievidza, Slovensko
Zvolen, Slovensko

921 01 Piestany, Slovensko
Banska Bystrica, Slovensko
990 01 Velky Krtis, Slovensko
Start date in work

Asap

The date the offer was added
7 Jul 2024

Type of employment
indefinite period employment
Salary (gross)

€1,300 per month

Number of job vacancies

1

Information about job offer

Job description

e plnit administrativne ulohy podla poziadaviek nadriadenych, administrativne spracovavat
odborné materidly,

« koordinovat a vykonavat podporné ¢innosti pre nadriadeného,

e spracovavat informdcie v informac¢nom systéme poistovne (dokumentacie, databazy),

e pripravit podklady na generovanie vystupnych zostav,

« archivovat dokumenty v stlade s internymi predpismi.

Working mode
Single-shift system

Position also suitable for

e person from Ukraine
e graduates
e persons with disability



Employee requirements

Required education

e Upper Secondary Education
e General Secondary Education

Length of experience

no requirement for professional experience

Digital skills

¢ Internet - Advanced

e Microsoft PowerPoint - Advanced
e Microsoft Excel - Advanced

¢ Microsoft Word - Advanced

Driving licence

e Category B

General qualifications and prerequisites

e Cielavedomost

 Financ¢nda a ekonomicka gramotnost

e Iniciativnost

» Komunikécia (jednanie s ludmi)

e Komunikativnost

 Kultivovany slovny prejav, schopnost vyjadrovania sa
¢ Ochota pomahat (zmysel pre spolupatri¢nost)
Pruznost v mysleni (adaptabilita, flexibilita, improvizacné spésobilosti)
Rozhodovanie

Samostatnost

Spolahlivost

¢ Trpezlivost

Employer information

Business Name

Pavel Vaculciak s.r.o.

Company Registration Number
48037125

Address
Strazska cesta 1139/51, 960 01 Zvolen-Teplicky, Slovakia



Characteristics of the company

Sprostredkovatelska cinnost v oblasti sluzieb a obchodu.

Contact person

Pavel Vaculciak
Konatel

E-mail: palovaculciak@gmail.com

Source: worki.sk, Offer ID: 2050523, Classification of jobs (SK ISCO-08): 4312003 Administrativny
pracovnik v poistovnictve, Working area: Bankovnictvo, poistovnictvo, financéné sluzby a reality,
Personalistika, administrativa a sluzby zdkaznikom
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