enBeK

UHdopmMmaumnsa o BakaHCUMU

PernoH
MecTo paboTbl
[oXKHOCTHble 0653aHHOCTU

Konn4ecTBO BakKaHCUI
N3 HUX ona Monoaéxxu
TpeboBaHMuA K couckaTesio

CTaxx no cneynanbHOCTU

BakaHcuns pencteutesnbHa ¢ 23.07.2019 no 23.08.2019

Ocduc-meHepxep

O6cny>xuBaloLWwmuin nepcoHan, cekpertapuwart, AXO / YnpaBneHue
ocducom

Mpeanpuatue: ToBapuLLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
"®eb Group" (®eb Npynn)

OnnaTta Tpyaa: ot 79 999 no 80 000 TeHre

MonHbI pabo4nin feHb, NOCTOAHHasA paboTa, HOpMasbHbIE YCI0BUSA
TpyAa

r. WeiMmkeHT / r. LUbIMKEHT
B.Mombiwynbl 31/1

O6sa3aHHOCTM:

ObecnevymBaeT NOArOTOBKY M opraHusaumio paboTel odmca

OpraHm3yeTt NoAroTOBKY LOKYMEHTOB, MaTEPMNAJIOB,
nHhopmaumn, HeobxoanMblx Ansa Havyana paboTbl opuca U TekyLero
pelleHns 3a4ay, NOCTaBJIEHHbIX Nepen NepcoHa oM oguca.

OcywecTBNAeT KOHTPOJIb 3a cobnogeHnem paboTHMKaMun
o(hnca YCTaHOBJIEHHbIX CTAaHAAPTOB O04EX bl 1 OPUCHOr O BHELLHEr 0
BMAa.

PaspabaTbiBaeT 1 BegeT 6104>KeT pacxofoB Ha OhUCHbIE
HY>XXJbl.

Mpw BbIABEHNN HENCMPABHOCTEN OPUCHON OPrTEXHUKMN W
nHoro obopynoBaHUA Bbi3biBaeT CNeLnanncToB 418 NpoBeAeHNS
PEMOHTHbIX PaboT N MHbLIX BUAOB TEXHMYECKOr0 06CNY>KMBaAHUA.

OpraHunsyeT BCTpedy, Npuem, perncTpaunio n Heobxogmmoe
obcny>XKnBaHmMe BU3UTEPOB, FOCTeN, Aeneraunn, KIMeHTos,
NnapTHEpPOB;

OpraHunsyeT 1 NMpoBOAUT LEe/I0Bble MeperoBops.l

KoopaunHunpyet paboTbl Mo BeaeHNIO 4eN0NpoOM3BOACTBA

OpraHusyeT BeeHVe O0e/10BO KOpPEeCnoHAeHL N
(pernctpauuto n 06paboTky BXoasLWEN U NCXOOSALLEN
KoppecrnoHAeHumMn), BeAeT Oes/I0BYI0 Nepenncky, obecnevynsaeT
paccbiIKy HeobxoanMbIX MaTEpPUasIoB.

OcyuiecTBnsieT MHBEHTapU3aLMio X03aMCTBa oduca.

KoopaunHupyeT 3aBeplueHne paboTbl odmca n NnoaAroToBKU K
HoBOMY paboyeMy AHIO (NpBedeHne B NOPSL0OK paboynx MecT,
oTKNYeHne omcHoro obopynoBaHus, B T.4. OCBELLEHNS,
aKTMBUPOBAHME CUCTEM OXPaHHOW CMrHanausauuum, np.).
TpeboBaHusa:

OTBETCTBEHHOCTb, MYHKTYa/lbHOCTb, 3HaHue MK , ymeHune
BECTM MEPBUYHYIO OOKYMEHTaLMIO.

Pa3Hocka 4yan-koge

Perncrpaums BXogsawmx  NCXo04AWMNX LOKYMEHTOB U 3BOHKOB.
3HaHMe pPyCCKOro N Ka3axcKoro s3blka.

(paMoTHasda peyb.

paMoOTHOE coCTaBNEHME MNCEM.

3HaHune KomnbloTepa, nporpammel Excel, Word, Internet, ymeTtb
CKaHWpPOBaTb, MNOJIb30BaHME IJIEKTPOHHON MNOYTON.
OTBETCTBEHHOCTb U MYHKTYaJIbHOCTb

YcnoBusa:

PaboTa B ochuce ¢ 09.00 go 18.00
KapbepHbIn pocT

1ron



MpodeccnoHaibHble HAaBbIKM aAMUHUCTPALMS KaHLENAPCKUX U OPUCHBIX MPUHALNEXHOCTEN;

YpoBeHb 0b6pa3oBaHus
3HaHNne s3bIKOB

JInyHble KavyecTBa

NHdopmaumna o npepnpuaTum

KonunyecTto paboTHUKOB
KOoHTaKTHoe nuuo
PervnoH npenonpmnatusa
ALpec npeanpuaTus

obpaboTka 3aKa3o0B;

obpaboTka nMo4Thl;

obpaboTka TEKCTOB;

OopraHusaums KOMaHOMPOBOK;
opraHusaumsa paboTbl oduca;
O(hNCHblE KOMMYHUKaLNWK;
OUCHBLIN MEHEO)KMEHT;
rneperosopbl Mo TesiedoHy;
nJjaHNpOBaHWE BPEMEHU;
aoMUHUCTpauus hanioB, LOKYMEHTOB W 3anncen;
noaroToBKa BCTPEeY;

npeseHTaumsa 1 BU3yanmsauus,
npueM 3akasos;

npmnemHas (ocunc);

npuem noceTutenen;

paboTaTb 3a NpuIaBKoOM;

cbop QaHHbIX;

yCIyrn Kypbepa;

axpuB.;

BbIMNOJIHEHWE onepaunii / 3agaHnn;
MHGopMaLns;

KOHTPOJIb 3@ cobN0gEHNEM CPOKOB;
3/IeKTPOHHAs Nepenncka;

nocnecpenHee

Pyccknii - npoaBNHYTbIN YPOBEHb

Ka3zaxckui - npoaBUHYTbIN YPOBEHb

CNOCOBHOCTbL M3y4aTb HOBbIE MPOrPaMMHbIE MPUIOXKEHNS;
hann MeHepxepsbl;

6a30Bble 3HaHNSA NHTEPHETa;

3HaHMe TeKCTOBbIX MPOLLECCOPOB;

3NEeKTPOHHbIe Tabnnubl;

NCMOJIb30BaHNE 3JIEKTPOHHOM MOYThI;

3

LLHAXWNH PAMA3AH

r. LbiMKeHT / palioH TypaH
B.Mombiwynbl QaHfeinsl 31/1



