Worki

EW Distribution s.r.o.
Do novej stavebnej firmy hladame Office & Process Managera - nastav systém od
zacCiatku a vyrasti s firmou

Place of work

Stanic¢na 6/18, 971 01 Prievidza, Slovensko

Work from home

Start date in work

Asap

The date the offer was added

7 Dec 2025

Type of employment

Employment contract for an indefinite period (Permanent employment)
Part-time employment, number of hours per week: 10
self-employed

agreement for the performance of a work assignment
agreement on temporary employment

agreement on student work

internship

contract of employment of a secondary vocational school pupil
volunteering

Seasonal work

Salary (gross)

from €1,000 to €2,000 per month

Dohodou

Number of job vacancies

1

Information about job offer

Job description

Office & Process Manager (stavebnictvo)

Co bude tvoja praca:

« riadit a zlepSovat interné procesy: evidencia, workflow, dokumenty, Struktira
* tvorit a spravovat excelové prehlady pre zdkazky (naklady, stav prac, podklady)
« pravidelny reporting zdkaziek konatelovi - stav, rizika, chybajtice podklady, financie



« kontrola kompletnosti dokladov zo stavieb (objednavky, DL, faktury)

» priprava podkladov na thrady, praca s ¢islami, interna mikroeconomia

» mesacné prehlady thrad, otvorenych poloziek a drobného cashflow

starostlivost o kancelariu, zasoby, administrativne zazemie

komunikdcia so stavbyvedicimi a dohlad nad tym, aby sa dodrziaval nastaveny systém
zlepsovanie procesov - hladanie jednoduchsich a efektivnejsich spdsobov prace

Co ponukame:

nova firma — moznost nastavit systém tplne od zaciatku

velky priestor na osobny rast (moznost posuntut sa na vyssiu riadiacu poziciu)
flexibilita a dovera - zaroven jasna zodpovednost

stabilné zdzemie silnej skupiny firiem

e férovy pristup, dlhodoba spolupraca

Selection procedure information

Prosim o zaslanie zivotopisu s fotkou.

Pohovor bude prebiehat v nasledovnych krokoch:
1) Telefonicky screening

2) Osobné stretnutie

3) Dalsie kroky dohodou

Working mode

Flexible working hours

Position also suitable for

e person from Ukraine

e graduates

e students

e persons with disability

e pensioneers

e persons on parental leave

Benefits offered

e accommodation contribution
» flexible working hours
e vacation beyond the Labor Code

Dohodou



Employee requirements

Required education

e Primary education

e Lower secondary education (vocational)
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)

The field of education: automation and process control, civil engineering, land surveying and
cartography
Length of experience

at least 1 year
Languages

e English - Advanced: B1 and B2

Digital skills

¢ Google Docs - Advanced
e Microsoft Excel - Advanced
e Microsoft Word - Advanced

Driving licence

e Category B

General qualifications and prerequisites

e analytical thinking

analysing and solving problems
empathy

financial and economic literacy

e communication (dealing with people)
e practical thinking

e precision

e independence

Additional requirements

Co od teba potrebujeme:

e extrémna poriadkumilovnost a vysoka spolahlivost
» sedliacky rozum a schopnost rozmyslat prakticky, nie len opisovat
e chut pracovat a dokoncovat tlohy



skusenost s administrativou (vyhoda: stavebnictvo/technicky sektor)

Excel, digitdlna organizacia a systematické myslenie

zakladna orientacia v stavebnych pojmoch

samostatnost, profesionalny pristup a prirodzeny zmysel pre zodpovednost

Employer information

Business Name

EW Distribution s.r.o.

Company Registration Number
47402598

Address

Stanicna 18, 97101, Prievidza, Slovensko

Internet address
http://www.bak.sk

Characteristics of the company

Spolo¢nost EW Distribution s.r.o. patri do skupiny BAK.

Skupina BAK je stabilna a dlhodobo posobiaca skupina firiem, ktora sa venuje developmentu,
vystavbe, sprave nehnutelnosti a investiciam. Na trhu pésobime uz viac ako 25 rokov.

Co robime:

* Development

* Vystavba a rekonsStrukcie
¢ Sprava nehnutelnosti

* Investicie a akvizicie

* Inovéacie a technoldgie

Nasa vizia:
Budovat kvalitné, premyslené a ekonomicky zdravé projekty, alebo firmy, ktoré maji dlhodobu
hodnotu - pre investorov, klientov aj komunity, v ktorych vznikajua.

Verime, Ze Uspesna firma stoji na 3 pilieroch:

- Systém - budujeme systém, ktory je spolahlivy, Skalovatelny a pripraveny rast s kazdou firmou.
- LLudia - tim tvori srdce celej spolo¢nosti. Staviame na dovere, odbornosti a vzajomnom
respekte.

- Financie - pracujeme zodpovedne s vlastnymi aj zverenymi prostriedkami, s dorazom na
dlhodobé nadpriemerné zhodnocovanie.


http://www.bak.sk

www.BAK.sk

Contact person

Ing. Igor Caniga
CEO
E-mail: caniga@ewt.sk

Source: worki.sk, Offer ID: 2060253, Classification of jobs (SK ISCO-08): 2421001 Business
process improvement specialist (lean manager), 3341005 Office manager, 1219006 Operations
manager, Profession: Optimization, Management, and Quality Specialist, Administration Supervisor,
Internal Administration and Operations Manager, Working area: Construction Industry, HR,
Administration and Customer Service, Facility Management and Operations, Health and Safety



mailto:caniga@ewt.sk
https://www.vorky.sk/index.php/en-gb/job-listings?keywords%5Bselections%5D=skIsco_2421001
https://www.vorky.sk/index.php/en-gb/job-listings?keywords%5Bselections%5D=skIsco_2421001
https://www.vorky.sk/index.php/en-gb/job-listings?keywords%5Bselections%5D=skIsco_3341005
https://www.vorky.sk/index.php/en-gb/job-listings?keywords%5Bselections%5D=skIsco_1219006
https://www.vorky.sk/index.php/en-gb/job-listings?keywords%5Bselections%5D=skIsco_1219006
https://www.vorky.sk/index.php/en-gb/job-listings/1/optimization-management-and-quality-specialist
https://www.vorky.sk/index.php/en-gb/job-listings/1/administration-supervisor
https://www.vorky.sk/index.php/en-gb/job-listings/1/internal-administration-and-operations-manager
https://www.vorky.sk/index.php/en-gb/job-listings/1/construction-industry
https://www.vorky.sk/index.php/en-gb/job-listings/1/hr-administration-and-customer-service
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