Worki

ISP security, s. r. o.
Administrativny pracovnik

Place of work

Milana Pistta, 031 01 Liptovsky Mikulas, Slovensko

v sidle spolo¢nosti

Start date in work

By agreement

The date the offer was added

24 Sept 2025

Type of employment

Employment contract for an indefinite period (Permanent employment)
Salary (gross)

from €1,300 to €1,700 per month

- zaSkolenie pracovnika

- prve 3 mesiace zakladna mzda 1300 EUR, néasledne 1500 EUR, po roku prehodnotenie na
1700 EUR

- ro¢ny bonus 180 EUR na Sport, zdravie, relax

- prémie

Number of job vacancies

1

Information about job offer

Job description

¢ Administrativne prace na zdklade pokynu konatela

e Priprava podkladov pre konatela

e Administrativna agenda suvisiaca s komunikaciou s iradom prace

e Priprava, podavanie a spracovanie Ziadosti smerovanych na urad prace

* Zasielanie oznameni a inej dokumentécie v stlade s legislativou

Vedenie a sprava internej dokumentdacie, zabezpecenie jej archivacie

Spolupraca s ostatnymi oddeleniami v ramci organizacie

Sledovanie terminov a zodpovednost za plynuly priebeh administrativnych procesov
Planovanie a evidencia sluzieb pre zamestnancov SBS

Praca s databdzami a internymi systémami

Working mode
Single-shift system

Position also suitable for

e persons with disability



Benefits offered

« flexible working hours

Employee requirements

Required education

e Upper Secondary Education

e General Secondary Education

e Higher, Post-Secondary Education
e Tertiary Education (Undergraduate|

The field of education: security, economy and management, trade and services

Languages

e English - Elementary: Al and A2

Digital skills

¢ Microsoft Excel - Advanced
¢ Internet - Advanced

e Microsoft Word - Advanced
e POHODA - Advanced

Driving licence

e Category B

Additional requirements

e Pracu v dynamickom a priatelskom kolektive

¢ Moznost profesionalneho rastu a Skoleni

Zaujimavé platové ohodnotenie a benefity

Flexibilné pracovné podmienky

Skusenosti v administrative

Dobré komunikativnost a prijemne vystupovanie

e Zakladna znalost anglického jazyka

e Zodpovednost, preciznost, schopnost pracovat pod tlakom
e Znalost prace s PC (MS - Office, internet, e-mail)



Employer information

Business Name

ssssssss

ISP security, s. r. o.

Company Registration Number
53523032

Address
M. Pisuta 979/4, 03101, Liptovsky Mikulas, Slovensko

Internet address

http://www.ispsecurity.sk

Characteristics of the company

Firma poskytujica sluzby v oblasti sukromnej bezpecnosti so Statitom Registrovany socialny
podnik.

Contact person

Ing. Peter Jurco
konatel

E-mail: ispsecurity@ispsecurity.sk
Phone: +421 917 257 908

Source: worki.sk, Offer ID: 2059658, Classification of jobs (SK ISCO-08): 4110000 General
administrative worker, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service
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