Worki

This vacancy has already been filled or cancelled.

TLS Logistics, s.r.o.
Asistentka konatela

Place of work

Sladkovic¢ova, 974 05 Banska Bystrica, Slovensko
R2N Bussines Center

Start date in work

Asap

The date the offer was added

24 May 2025 (update 31 May 2025)

Type of employment

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

from €1,100 to €1,300 per month

Number of job vacancies

1

Information about job offer

Job description

Néapln prace, pravomoci a zodpovednosti

e ZabezpecCovanie administrativnych uloh spojenych s ¢innostou konatela

e Priprava prezentdcii, analyz a reportov

Komunikacia s klientmi, obchodnymi partnermi a zamestnancami spolo¢nosti

Planovanie a koordinadcia obchodnych stretnuti a cestovania

 Organizacia firemnych akcii a podujati

Sledovanie a aktualizovanie firemnej legislativy a trendov v oblasti podnikania

 Typicky den na pracovnej pozicii zac¢ina prichodom do kancelarie a zabezpecenim
administrativnych uloh

e Nasledne sa asistentka konatela venuje priprave prezentécii a reportov, komunikuje s klientmi
a partnermi a planuje obchodné stretnutia

« V pripade potreby sa asistentka konatela zucCastnuje aj na firemnych akciach a podujatiach,
ktoré mozu prebiehat aj mimo pracovnych



Selection procedure information

vyberové konanie bude prebiehat formou osobného pohovoru

Working mode
Single-shift system

Benefits offered

Zamestnanecké vyhody, benefity

e Moznosti vzdelavania a rastu pre nasich zamestnancov

Zdravotné a socialne poistenie pre vase zdravie a pohodu

Moderné pracovné prostredie pre efektivnu a sustredenu pracu

Firemné akcie a teambuildingy pre upevnenie timu

» Pouzivanie najmodernejsej technoldgie a inovativnych nastrojov pre zvysSenie produktivity

Employee requirements

Required education

e Upper Secondary Education

e General Secondary Education

e Tertiary Education (Undergraduate|
e Tertiary Education (Graduate)

Languages

e English - Advanced: B1 and B2

Digital skills

e Microsoft Excel - Advanced
e Microsoft Outlook - Advanced
e Microsoft Word - Advanced

Driving licence

e Category B



Employer information

Business Name

TLS Logistics, s.r.0.

Company Registration Number
44616163

Address
Sladkovicova 6014/29, 974 03, Banska Bystrica, Slovensko

Internet address

www.tls-logistics.sk

Characteristics of the company

Spoloc¢nost TLS Logistics s.r.o., so sidlom v Banskej Bystrici poskytuje ako svoju hlavnu ¢innost
zasielatelské, dopravné a logistické sluzby v medzinarodnej a vnutrostatnej ndkladnej cestnej
doprave

Source: worki.sk, Offer ID: 2058446, Classification of jobs (SK ISCO-08): 3343000 Administrative
and executive assistant, Profession: Administrative Worker , Working area: Transportation, Logistics,
storage and Postal Services, HR, Administration and Customer Service
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