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UHdopmMmaumnsa o BakaHCUMU

PernoH
MecTo paboTbl
Lo/mKHOCTHbIE 0693aHHOCTM

Konn4ecTBO BakKaHCUM
TpeboBaHusA K couckaTtesito

CTaxx no cneymanbHOCTU
MpocdeccnoHasbHble HaBbIKN

YpoBeHb obpa3oBaHus
3HaHne A3bIKOB

JINYHbIE KavyecTBa
UHdopmaumns o npeanpuaTum

KonnyecTtBo paboTHNKOB
KoHTaKTHoe nuuo
PervoH npegnpuatus
Anpec npegnpuaTtus

BakaHcuns pencteutesnbHa ¢ 20.05.2019 no 27.05.2019

AAMMHUCTPaTUBHbIA CEKpeTapb
KoopauHaTtop / NepeBoauuk

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

Mpeanpuatne: ®unuan KomnaHum Servtech Limited (CepBTek
Ninmunten) B ATbipayckon obnactu

OnnaTta TpyLna: ot 200 000 TeHre

BaxToBbIn MeTOA, BpeMeHHas paboTa, HOpMaJsibHble YCN0BUS Tpyaa

ATbipayckas obnacTb / XKbIJIbIONCKNI ParioH
TeHrus

Responsible for coordinating all local issues and administrative
actions in a timely manner

To operate and maintain communications in the office so that
communications remain open for all clients and personnel

To be able provide written and verbal translations in 3 languages
(English, Russian and Kazakh). Also to Interpret for Supervisor at
meetings, audits, etc.

To translate English/Kazakh/ Russian documents for the Supervisor,
Senior Engineer as required

Other duties as required by direct Supervisor and Company
management as per job description
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3rona

AOMUHUCTPaUNSA KaHLEeNAPCKNX U OUCHBIX NPUHAAIEXHOCTEN;
obpaboTka 3aKa3o0B;

obpaboTka nMo4Thl;

opraHusaums paboTbl ouca;

OohNCHblE KOMMYHUKaLNW;

neperoBopbl No TenedoHy;

NJaHUpPOBaHNE BPEMEHMU;

aOMUHUCTpauns ainos, LOKYMEHTOB U 3aMnuncei;
NOAroTOBKa BCTpeY;

3/1IeKTPOHHas Nepenncka;

BbICLLIEE

AHITNMNCKUIA - MPOABUHYTHIN YPOBEHb
Ka3axckuin - npoaBUHYTbIN YPOBEHb
Pycckuin - NpoABUHYTHIA YPOBEHb

ncnoJib3oBaHuMe 3)'IeKTp0HHOVI MoYThbl;

35

KymapoBa Kapnbiraw HypnbibekoBHa
ATblpayckas obnacTb / r. ATbipay
ConTycTik OHAipicTik anmafbl 2/2



