Worki

Strednd odborna skola strojnicka, Partizanska cesta 76, Banovce nad Bebravou
administrativny zamestnanec na sekretariate skoly

Place of work

Banovce nad Bebravou, Slovensko
SOS strojnicka Banovce nad Bebravou
Start date in work

01/09/2024

The date the offer was added

8 Jul 2024

Type of employment

indefinite period employment
Salary (gross)

€1,276 per month

Number of job vacancies

1

Information about job offer

Job description

Vedie evidenciu osobnych spisov ziakov, bezné administrativne prace(potvrdenia ziakom, prestupy
Ziakov, duplikaty dokladov), podiela sa na pracach spojenych s prijimanim ziakov do prvého roc¢nika,
vypracovava podklady pre kultirne poukazy program Asc., zabezpecuje spravu registratuiry,
archivnictvo, podiela sa na tvorbe vnitornych predpisov, vyhotovuje vykazy suvisiace s personalnou
agendou ziakov, zabezpecuje donasku a odosielanie posty, ma hmotnu zodpovednost za postové
znamky,

Selection procedure information

Prihlasky spolu so Strukturovanym Zzivotopisom zaslat na adresu skoly do 7.8.2024

Working mode
Single-shift system

Position also suitable for

e persons with disability

Benefits offered



e vacation beyond the Labor Code

Employee requirements

Required education
e Upper Secondary Education
The field of education: economics

Length of experience

at least 6 months

Digital skills

¢ Internet - Advanced
e Microsoft Excel - Advanced
e Microsoft Word - Advanced

General qualifications and prerequisites

e Analyzovanie a rieSenie problémov
 Informac¢nd gramotnost
Komunikativnost

Kultivovany pisomny prejav
Samostatnost

Employer information

Business Name

Stredna odborna Skola strojnicka, Partizanska cesta 76, Banovce nad Bebravou

Company Registration Number
37922459

Address
Partizanska 1194/76, 957 01 Banovce nad Bebravou, Slovakia

Internet address

http://www.spsbn.edupage.org


http://www.spsbn.edupage.org

Characteristics of the company

stredna odborna skola

Contact person

Ing. Zuzana Janikova
riaditelka Skoly

E-mail: spsbn@pbi.sk
Phone: +421 908 880 346

Source: worki.sk, Offer ID: 2053421, Classification of jobs (SK ISCO-08): 4120000 Sekretarka,
Working area: Vychova, vzdeladvanie a Sport, Personalistika, administrativa a sluzby zakaznikom
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