Worki

This vacancy has already been filled or cancelled.

DUNEA, a.s.
Asistent veduceho manazéra

Place of work

929 01 Dunajska Streda, Slovensko

Start date in work

Asap

The date the offer was added

6 Jun 2025 (update 1 Jul 2025)

Type of employment

fixed-term employment: po roku vyhodnotenie spoluprace a pracovny pomer na ¢as neurcity
Salary (gross)

€1,300 per month

Mzda prijatého uchadzaca bude zavisla od skuisenosti a znalosti uchadzaca.
Number of job vacancies

1

Information about job offer

Job description

Disponujes vybornymi organizaénymi zruénostami? Mas prirodzeny vztah k zastreSovaniu
administrativnych uloh a poskytovaniu podpory pre Manazéra gastro prevadzky? Tak toto je pre teba
vyborna prilezitost!

Hlavnou naplnou tvojej prace bude:

 vybavovanie administrativnych tloh, telefonatov, pisanie emailov, formulérov a inych
dokumentov,

e priprava faktur na podpisanie, organizacna a koordina¢na ¢innost, komunikacia s internym a
externym personalom,

« zastupenie manazéra vo veci schvalenia niektorych ziadosti, rozhodnuti, vydajov v zavislosti od
delegovanych pravomoci,

e praca s rezervacnym systémom,

 vykonavanie organiza¢nych tloh,

 vyhladavanie informacii, zistovanie kontaktov, podla potreby vykonavanie vSetkych dalSich



uloh, ktoré suvisia s danou oblastou prace,
* plnenie operativnych tloh,
e pracovny c¢as od 8:00 do 16:30.

Selection procedure information

Dakujeme vietkym uchddzacom o prejaveny zaujem. Ospravedliiujeme sa, ale z kapacitnych dévodov
mozeme/budeme kontaktovat len vybranych uchadzacov.

Working mode

Single-shift system
Benefits offered

¢ discount on company products or services
e company social or sporting events, team buildings
praca v stabilnej spolo¢nosti
zlavy na firemné produkty a sluzby
prispevok na stravu nad ramec zakona
vianoc¢ny bonus
referral program - odmena za odporucanie nového kandidata
moznost sebarealizacie a podielania sa na vyvoji efektivneho systému

moznost kariérneho rastu

Employee requirements

Required education

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

The field of education: economy and management, trade and services
Field of study: Manazment, gastronomia, hotelierstvo

Length of experience

at least 2 years
Languages

e English - Advanced: B1 and B2



e Slovak - Advanced: B1 and B2
e Hungarian - Advanced: B1 and B2

Proficiency in all defined languages is required.
Driving licence

e Category B
Additional requirements

* MS Office

* Vyborné organizacné schopnosti a zmysel pre detail
* Vyborne komunikac¢né a prezentacné zrucnosti

* Time management

* Predchadzajuca skusenost v administrative vyhodou

Employer information

Business Name
D

DUNEA

DUNEA, a.s.

Company Registration Number
43956700

Address

Sasinkova 12, 811 08, Bratislava, Slovensko

Characteristics of the company

Spolo¢nost DUNEA, a. s. sme zalozili v roku 2008, odkedy na slovenskom trhu poésobime v
oblasti HR a financ¢nych sluzieb.

Zameriavame sa na proces prijimania zamestnancov a nasledny manazment ludskych zdrojov,
ale aj na kvalitnu a efektivnu spolupréacu z oblasti uctovnictva, miezd, danového poradenstva a
transferového ocefiovania.

ZastreSujeme rozne odvetvia. Nasich klientov tvoria spolo¢nosti z oblasti gastrondmie,
pohostinstva, potravinarstva, zdravotnictva, Sportu, administrativnych, straznych, ale aj dalSich
sluzieb.



Source: worki.sk, Offer ID: 2058586, Classification of jobs (SK ISCO-08): 3343000 Administrative
and executive assistant, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service, Gastronomy, Accommodation, Tourism and Gambling
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