Worki

Branislav Kralovi¢ - SKLENARSTVO, vyroba s. r. 0.
Pracovnicka recepcie

Place of work

Bratislava, Slovensko

Pracovisko sa nachadza na Galvaniho 14/A, 821 04 Bratislava.
Start date in work

Asap

The date the offer was added

25 Feb 2026 (update 26 Feb 2026)

Type of employment

Employment contract for an indefinite period (Permanent employment)
fixed-term employment: na rok, s naslednym predizenim
Salary (gross)

€1,200 per month

Osobné ohodnotenie, prémie.

Number of job vacancies

1

Information about job offer

Job description

e praca recepcnej v administrativnej budove, zahrna vitanie zakaznikov, poskytovanie informacii
a rieSenie ich poziadaviek

e spracovanie prichadzajucich telefonatov a emailov, tvorba cenovych pontuk, vybavovanie
objednavok, poskytovanie informadcii klientom alebo potencialnych klientov

« administrativna praca spracovanie podkladov, preberanie posty, komunikacia s ostatnymi
zamestnancami spolo¢nosti

« dalSie administrativne tlohy podla potreby (kopirovanie, skenovanie, ...)

 objednavanie materidlu a kontroly dodavok s dodacimi listami.

« zakladanie a archivacia spracovanych dokumentov

e praca s roznymi firemnymi databazam

« plnenie operativnych tloh podla potrieb zamestnavatela

* na pozicii administrativnej pracovnicky sa oCakava presnost, zodpovednost, flexibilita a
schopnost prisposobit sa dynamickému prostrediu spoloc¢nosti

Selection procedure information

Zaslanie stru¢ného zivotopisu vratane kontaktov. Osobny pohovor na mieste prace.



Working mode

Single-shift system
Position also suitable for

e graduates
e students

Benefits offered

e rewards for work and life anniversaries
e contribution upon a child's birth

Systém zamestnaneckych vyhod a benefitov (0. i. odmeny pri zivotnych a pracovnych jubileach, pri
narodeni dietata a pod.)

Employee requirements

Required education

e Lower secondary education (vocational)
e Vocational Secondary Education

e Upper Secondary Education

e General Secondary Education

e Tertiary Education (Undergraduate|

Languages

e German - Elementary: Al and A2

Digital skills

e Internet - Advanced
e Microsoft Excel - Elementary
e Microsoft Word - Elementary

General qualifications and prerequisites

e analysing and solving problems

e assertiveness

e communication (dealing with people)

e communicativeness

e cultivated written expression

e cultivated verbal expression, ability to express oneself
e organising and planning work

e practical thinking



Employer information

Business Name

v
wsione

Branislav Kralovi¢ - SKLENARSTVO, vyroba s. r. 0.

Company Registration Number
48054798

Address
Samova 5603/4, 841 07 Devinska Nova Ves, Slovakia

Characteristics of the company

Spracovanie a montaz plochého skla a vyrobkov zo skla.

Contact person

Peter Serina

E-mail: kancelaria.sluzby@gmail.com

Source: worki.sk, Offer ID: 2060656, Classification of jobs (SK ISCO-08): 4110000 General
administrative worker, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service
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