enBeK

NHdopMmaumna o BaKaHCUHU

PervoH
MecTo paboThl
JomKHOCTHbIE 06593aHHOCTN

Konn4ecTBO BakKaHCUM
TpeboBaHusA K couckaTtesito

CTaxx no cneymanbHOCTU
MpocdeccnoHasbHble HaBbIKN
YpoBeHb 0bpa3zoBaHusA
JInyHble KayecTBa

NHdpopMaumus o npepnpuaTum

KonunyecTBo paboTHMKOB
CeepneHunsa o npennpuaTnn
KOHTaKTHoe nuuo

PernoH npennpmnatusa
ALpec npeanpuaTus

BakaHcuns pencteutesnbHa ¢ 20.09.2019 no 04.10.2019

ApMMHUCTpaTOpP
Administration Assistant

Ton-MmeHep >KMeHT / YNpaBasflowWwmn

I'Ipe,u,npvmwle: TOBapI/ILLI,eCTBO C OrpaHI/I‘-IEHHOI7I OTBETCTBEHHOCTbIO

"®eHnkc NHTepHewHN Pecopcn3 Kacnvar"
OnnaTta Tpyaa: ot 450 000 TeHre

BaxToBbI1 MeTO[, NOCTOSAHHAsA paboTa, HOpMaJsibHble YCJI0BUA Tpyda

ATblipayckas ob6nacTb / XKblIbIONCKUIA paioH

TeHrns 28/28

Must be fluent in English and Russian (written and spoken),
Experienced admin required as this role is autonomous
Responsibilities

-On/off boarding.

-Developing and maintaining project procedures.
-Coodinates and manages the projects site logistic fleet (vehicles)
-Liaison with IT for desktop support, printers etc.

-Travel arrangements (incl. local transport).

-Office logistics, meeting prep.

-Arranging catering.

-Office supplies.

Deadline: 27/09/2019

1

5 net
ynpaBJsieHNne KOMaHAoW COTPYOHUKOB;
BbiCLLEE

aHaInTnyeckoe MblllsieHne;
HaxXo44nBOCTb;
obume TeXHNYECKNE HaBbIKW;

2600

Hanm n nonbop nepcoHana
Nybawes Makcum

ATblpayckas obnactb / r. ATbipay
KaHbiw C>TbaeB koweci 176



