Worki

LepsiaPraca.sk
Business Operations Support

Place of work

Bratislavska 3225, 908 51 Holi¢, Slovensko
Start date in work

Asap

The date the offer was added

11 Feb 2026

Type of employment

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

from €1,500 to €1,700 per month

Number of job vacancies

1

Information about job offer

Job description

Napln prace
SAP

e Sprava dat: Spracovanie objednavok, sprava kmenovych dat dodavatelov a odberatelov.

o Fakturacia: Priprava podkladov pre faktiry a spracovanie prichadzajucich faktur.

» Reporting: Tvorba reportov a analyz, kde sa naplno vyuzije Excel pokrocily (prepojenie dat zo
SAPu, vzorce, analyza odchylok).

e Podpora pouzivatelov: Riesenie zakladnych poziadaviek internych kolegov v ramci systému.

MS365
Excel

e Vyhladavacie funkcie: VLOOKUP, XLOOKUP

e Analyza dat: Kontingencné tabulky (Pivot Tables) a grafy

* Formatovanie dat

e Dynamické funkcie (FILTER, SORT, UNIQUE, DUPLICATE)

Outlook

¢ Praca s doruc¢enou postou (Inbox management)
* Pisanie, formatovanie a odosielanie e-mailov



e Praca s prilohami

e Vyhladéavanie e-mailov

¢ Pouzivanie podpisov

o Zaklady kalendéra - vytvaranie stretnuti, pozvanok
Nastavenie automatickych odpovedi

Kategorizacia e-mailov

e Praca s prieCinkami a podprieCinkami

Pravidla pre automatizaciu

Pouzivanie flagged items a reminders

e Zdielanie kalendara, planovanie s viacerymi ucastnikmi
 Podpora pre externych dodavatelov podla potreby

Anglicky jazyk - pokrocily - budes pisat e-maily a komunikovat v AJ

Selection procedure information

Vase zivotopisy prosime zasielajte na nasledovnu emailovt adresu do 08.03 2026 :
hr@horwichsewingsk.com

Employee requirements

Required education

e Upper Secondary Education

Languages

e Slovak - Elementary: Al and A2

Additional requirements

Do nésho timu hladdme kolegu/kolegynu, ktory bude zodpovedny/a za podporu procesov v ERP
systéme SAP Business 1,pracu s datami a administrativnu agendu v rdmci MS365. Musi mat dobré
organiza¢né schopnosti a chut ucit sa nové veci.

Employer information

Business Name

LepSiaPraca.sk

Company Registration Number
36252417



Address
Pekarska 7489/40A, 917 01, Trnava, Slovensko

Internet address

http://www.lepsiapraca.sk

Characteristics of the company

personalna agentura

Contact person

Lepsia Praca
E-mail: Send CV

Source: worki.sk, Offer ID: 2060607, Classification of jobs (SK ISCO-08): 4110000 General
administrative worker, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service



http://www.lepsiapraca.sk
https://www.vorky.sk/en-gb/job-offer/2060607/send-curriculum
https://www.vorky.sk/en-gb/job-listings?keywords%5Bselections%5D=skIsco_4110000
https://www.vorky.sk/en-gb/job-listings?keywords%5Bselections%5D=skIsco_4110000
https://www.vorky.sk/en-gb/job-listings/1/administrative-worker
https://www.vorky.sk/en-gb/job-listings/1/hr-administration-and-customer-service
https://www.vorky.sk/en-gb/job-listings/1/hr-administration-and-customer-service

