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enBeK

AenonpoussoauTtesb
HdenonpouBoauTte’sib

O6cny>xuBaloLWmuii nepcoHan, cekpetapuart, AXO /
JenonponsBoacTeo

Mpeanpuatue: ToBapuULLLECTBO C OrpaHNYEHHON OTBETCTBEHHOCTHIO
“CaHa bana"
OnnaTta Tpyna: ot 100 000 TeHre
MonHbI paboynii feHb, NOCTOsAHHasA paboTa, HOpMaJsbHble YC10BUSA
TpyAa

UHdopmMmaumna o BakaHCUm

PernoH r. AcTtaHa / panoH Capblapka

[LomMKHOCTHBIE 06A3aHHOCTU [IpMHMMaET N PerucTpMpyeT KOPPECNOHAEHLMIO, HAanNpaBJisSeT ee B
CTPYKTYpPHbIe nogpa3aesieHuns.
B cooTBeTCTBUM C pe3osoUnen pykoBognTenem opraHmnsauymm
nepenaeT AOKYMEHTbl Ha UCMOJIHEHNE.
OTnpaBnseT NCNOJIHEHHYIO AOKYMEHTaUNUo Mo agpecatam. Beget
y4yeT nosiydaeMon u oTrnpaBasaeMon KOppecnoHOeHL N,
CUCTEMATU3MPYET U XPaHUT OOKYMEHTbl TEKYLLEro apXuea.
Benet paboTy no co3gaHuio CNpaBoO4YHOro annapaTta No JOKYMeHTaM,
obecneymnBaeT yoobHbIN 1 BbICTPLIN UX MOUCK.
MoproTaBauBaeT N CAaeT B apXMB OpPraHmM3aumnm JOKyMeHTallbHble
MaTepuasibl, 3aKOHYEHHbLIE 0EN0OMNPOM3BOACTBOM, PErNCTPALMOHHYIO
KapTOTEKY NN KOMMNbIOTEPHbIE BaHKN AaHHbIX, COCTaBAseT Onncu
0en, nepefaBaeMbiX Ha XpaHEHNE B apXUB.
Obecne4ymBaeT COXPaHHOCTb NMpoxoasWen cny>xebHonm
OOKyMeHTauuw.

KonnyecTBo BakaHcun 1

TpeboBaHMA K couckaTesnio

Ctaxx no cneumansHocTn 1l ropg

MpodeccmnoHanbHble HaBblIKM aAMUHUCTPaLMA KaHLENAPCKUX N OCPUCHBIX NMPUHALJIEXHOCTEN;
obpaboTka 3aka3oB;
o0bpaboTKa TEKCTOB;
0(PNCHbIE KOMMYHUKaLIWN;
rneperosopbl No TesnedoHy;
nprvem 3aKasoB;
npuemHas (ogwuc);
npueMm rnoceTuTenen;
cbop OaHHbIX;
axpue;
BbIMOJIHEHWE onepaunin / 3agaHun;
nHdopmMauuns;
3/1IeKTPOHHAs NMepenncka;
YpoBeHb 06pa3oBaHNA BbiCLIEe

JInyHble KayecTBa 6a30Bble 3HAHUS UHTEPHETA;
MS Access;
3HaHWE TEKCTOBbIX MPOLLECCOPOB;

NHcdopmaumusa o npepnpuaTum

KonunyecTtBo paboTHuUKoB 5
PervioH npegnpuatua r. ActaHa / r. ACTaHa
Appec npeanpuatus LbeifaHak Koweci 7

KoHTaKTHble aaHHble hr@akademia.kz
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