Worki

DCa THERM, a.s.
Asistentka generalneho riaditela

Place of work

Sttirova 76/11A, 018 41 Dubnica nad Vdhom, Slovensko
Start date in work

By agreement

The date the offer was added

19 Feb 2026 (update 20 Feb 2026)

Type of employment

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

from €1,000 to €1,500 per month

13. plat, benefity

Number of job vacancies

1

Information about job offer

Job description
» Vedenie persondlnej agendy spolo¢nosti, fakturacia.
e Vybavovanie telefonickej, mailovej a postovej komunikacie.
e ZabezpecCovanie komunikécie s pravnickymi subjektmi.
 Spracovavanie podkladov, vystavovanie roznych protokolov, zmlav a inych dokumentov.

¢ Administrativna podpora a asistencia pre ostatné oddelenia spoloc¢nosti.
e Planovanie a organizovanie pracovnych schédzok, stretnuti.

Selection procedure information

Prosime uchadzacov o pracovné miesto, aby nam zaslali svoj zivotopis prostrednictvom e-mailu na
adresu dcatherm@dcatherm.sk.

Working mode
Single-shift system

Position also suitable for

e graduates



Employee requirements

Required education

¢ Vocational Secondary Education
e Tertiary Education (Undergraduate|
e Tertiary Education (Graduate)

Field of study: Obchodna akadémia

Length of experience

no requirement for professional experience

Languages

e Slovak - High: C1 and C2
e English - Elementary: Al and A2

Knowledge of at least one language is required.

Digital skills

e Microsoft Outlook - Advanced
e Internet - High

e Microsoft Word - High

e Microsoft Excel - High

General qualifications and prerequisites

e communication (dealing with people)

e cultivated written expression

e cultivated verbal expression, ability to express oneself
e practical thinking

e precision

e reliability

e teamwork

Employer information

Business Name
DCa THERM, a.s.

Company Registration Number
36013862

Address
Stirova 76, 018 41 Dubnica nad Vahom, Slovakia



Internet address

https://www.dcatherm.sk/

Characteristics of the company

Spolocnost DCaTHERM, a.s. bola zalozena v roku 1996. Hlavnou vyrobnou napliou spoloCnosti
je vyroba, rozvod a predaj tepelnej energie z vlastnych centralnych a lokalnych zdrojov tepla na
uzemi mesta Dubnica nad Vdhom a od roku 2010 tiez na izemi obce Lednické Rovne. V ramci
tejto ¢innosti su vyvijané obchodné aktivity na dodavky priemyselnych kotolni, opravy a udrzbu
kotlovej technoldgie, vykurovacich systémov a meracej a regulacnej techniky pre organizacie a
fyzické osoby.

Contact person

Zuzana Novosadova
E-mail: dcatherm@dcatherm.sk
Phone: +421 915 705 677

Source: worki.sk, Offer ID: 2060634, Classification of jobs (SK ISCO-08): 4110000 General
administrative worker, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service
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