enBeK

NHdopMmaumna o BaKaHCUHU

PervioH
[ O/KHOCTHBIE 0653aHHOCTH

Konn4ecTBoO BakaHCUI
TpeboBaHMA K couckaTesio

CTaxx no crneumanbHOCTHU
lMpodeccnoHaibHble HaBbIKN

YpoBeHb obpa3oBaHus
3HaHne s3blKOB
JInyHble KayecTBa
NMHcdopmaumsa o npeanpuaTum

KonnyecTtBo paboTHNKOB
CeepneHunsa o npennpuaTmnun
KOHTaKTHOoe nuuo

PervioH npegnpuatus
Anpec npegnpuaTus

BakaHcuns pencteutesnbHa ¢ 02.03.2021 no 09.03.2021

ADMUHUCTPATUBHbIN CEKpeTapb
Administrative assistant

O6cny>xuBaloLWmuii nepcoHan, cekpetapuart, AXO /
OO6cny>xuBalowWwmui nepcoHan, cekpetapuart, AXO

Mpeanpuatne: ToBapnLEeCTBO C OrPaHNYEHHOW OTBETCTBEHHOCTbIO
"®eHunkKc UHTepHewHn Pecopcns KacnmaH"

OnnaTta Tpyza: ot 100 000 go 100 000 TeHre

MonHbIn paboyunii AeHb, NOCTOSAHHaA paboTa, HOpMaJsibHble YCNOBUS

TpyAa

ATblpayckas obnacTb / r. ATbipay

Dear all,

We are looking for Administrative assistant

Location: Atyrau 5/2

Please send your CV to Almara.Seitkaliyeva@fircroft.com

Deadline: 11/03/2021

Administrative skills such as organizing and maintaining
documentation, typing (English and Russian / Kazakh), do
telephone conversations, maintain business correspondence,
organize meetings, have logistics skills (PAMS, VMS,
iLogistics, Crewchange portal, organizing trips, ordering
materials, etc.), keep meeting minutes, etc. Ability to work
both independently and in a team. Ability to perform multiple
tasks simultaneously and efficiently. Customer support and
customer focus are Important: Higher education; work
experience at least 2-3 years, strong communication skills,
both written and oral; computer skills: MS Office (Excel,
Word, Visio, PDF, Outlook), JDE E1, Ariba; language skills-
Russian and English on average or above average, Kazakh-
preferably
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have logistics skills (PAMS, VMS, iLogistics, Crewchange portal,
organizing trips, ordering materials, etc.),;

BbiCLLIee
AHIIMACKNIA - BBICOKUI YPOBEHb
ALanTUBHOCTb;
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Hanm n nonbop nepcoHana
Nybawes Makcum

ATbipayckasa obnacTb / r. ATeipay
KaHbiw C>TbaeB koweci 176
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