Worki

FINBIZ PRO, s. r. 0.
Asistentka riaditela

Place of work

Poprad, Slovensko

Préaca v kanceldrii, po dohode mozna praca aj z domu (home office).
Start date in work

Asap

The date the offer was added

24 Jun 2025 (update 25 Jun 2025)

Type of employment

Employment contract for an indefinite period (Permanent employment)
self-employed

agreement for the performance of a work assignment

agreement on temporary employment

Salary (gross)

from €1,200 to €2,000 per month

Fixna zlozka prijmu + Flexibilna mzda - blizSie informéacie o zloZkdch mzdy poskytneme na
osobnom pohovore.

Number of job vacancies

1

Information about job offer

Job description

Do nésho timu hladdme Sikovn1, spolahlivi, komunikativnu, samostatnu a zodpovednu asistentku
riaditela, ktord zabezpeci administrativnu podporu a organiza¢né zalezitosti vedenia spoloCnosti.

Tvojou tlohou bude:

e Komplexna administrativa a organizacna podpora riaditela

Sprava a organizacia pracovného kalendara, planovanie stretnuti, sluzobnych ciest
Sprava doslej a odoslanej posty, vybavovanie telefonickych hovorov, mailov
Priprava podkladov, reportov, prezentacii

Spracovanie dokumentov a internych procesov

Komunikdcia s obchodnymi partnermi, klientmi a zamestnancami

e Administrativne prace spojené s chodom kancelérie

e Zabezpecenie organizacnych tloh spojenych s firemnymi podujatiami a stretnutiami



Selection procedure information

Véazeni zaujemcovia o spolupracu, kontaktujte nas zaslanim zivotopisu na e-mail: info@finbizpro.sk.
Naésledne sa vybranym uchadzacom ozveme a dohodneme si osobné pracovne stretnutie. Dakujeme
za pochopenie.

Working mode
Single-shift system

Position also suitable for

e graduates
e persons with disability
e persons on parental leave

Benefits offered

¢ special rewards for work performance

» flexible working hours

e company social or sporting events, team buildings
¢ educational courses and training

Zamestnanecké vyhody, benefity

» mimoriadne odmeny za pracovné vykony

« flexibilny pracovny Cas

e mozna praca z domu (po dohode)

« firemné spoloCenské alebo Sportové akcie, teambuildingy
« vzdelavacie kurzy a Skolenia (bezplatne)

Employee requirements
Required education

e Vocational Secondary Education

e Upper Secondary Education

e General Secondary Education

e Higher, Post-Secondary Education
e Tertiary Education (Undergraduate|
e Tertiary Education (Graduate)

e Tertiary Education (Doctoral)

Languages

e Slovak - High: C1 and C2



Digital skills

e Internet - High

e Microsoft Word - High
e Microsoft Excel - High
e Canva - Advanced

Driving licence

e Category B

General qualifications and prerequisites

e analytical thinking

e analysing and solving problems

e assertiveness

e deliberation

e empathy

e financial and economic literacy

e information literacy

e initiative

e communication (dealing with people)
e communicativeness

e cultivated written expression

e cultivated verbal expression, ability to express oneself
e motivating people

e sense of fellowship with others

e organising and planning work

e personal development

e attentiveness

e precision

e imagination

e presenting

« flexibility in thinking (adaptability, flexibility, improvisational skills)
e decision-making

e independence

« self-confidence

Employer information
Business Name

XN

FINBIZ PRO, s. T. .

Company Registration Number
51881641



Address
Néamestie Sv. Egidia 11/25, 05801, Poprad, Slovensko

Internet address

http://www.finbizpro.sk

Characteristics of the company

Spolocnost FINBIZ PRO, s.r.o je zaloZenda a vedena profesionalmi dlhodobo pésobiacimi na
financnom trhu.

Sme sucastou silnej, stabilnej a rasticej slovenskej spoloc¢nosti, ktora je lidrom v technickych
inovaciach a s ktorou zdielame 20-rocné know-how. Tim spolo¢nosti je zlozeny zo skisenych
odbornikov a manazérov s niekolkoro¢nou praxou, vdaka ktorej sme schopni klientom poskytnut
nadstandardné sluzby a podporu v kazdej situdcii a oblasti zivota, ktorej su financné rieSenia
stucastou. Nasim klientom zabezpecujeme financ¢né rieSenia od zivotného poistenia, cez
investicie, dochodky, aZ po uvery. Cielom spolocnosti je zabezpecit klientom ekonomicku
stabilitu a prosperitu. Spolo¢ne chranime hodnoty vytvarané klientom tak, aby sa na nas mohol
spolahnut v kazdej zivotnej situacii. Nasim klientom zabezpecCujeme pravidelny servis a
starostlivost o jeho portfélio zmlav.

Contact person

Pavol Kuna
konatel spolo¢nosti

E-mail: info@finbizpro.sk
Phone: +421 910 317 082

Source: worki.sk, Offer ID: 2058781, Classification of jobs (SK ISCO-08): 3343000 Administrative
and executive assistant, 4110000 General administrative worker, 4120000 Secretary, Profession:
Administrative Worker , Administrative Worker , Administrative Worker , Working area: HR,
Administration and Customer Service
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