Worki

KOLLAR REALITY s.r.o.
Asistentka riaditela realitnej kancelarie

Place of work

Trencin, Slovensko

Work from home

Trencin

Start date in work

Asap

The date the offer was added

14 Dec 2025

Type of employment

Part-time employment, number of hours per week: 25
self-employed

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

Salary (gross)

from €500 to €1,300 per month

Odmeny su podla aktivity a splnenia uloh. %s obratu firmy alebo fixnd odmena za vykon.
Number of job vacancies

2

Information about job offer

Job description

[ HLADAME ASISTENTKU / ASISTENTA DO REALITNE] KANCELARIE (ZIVNOST)

Do rastucej realitnej kanceldrie hladame spolahlivii a samostatnu asistentku, ktora bude oporou pre
realitny tim a pomdéze udrzat poriadok v administrative, procesoch a komunikacii.

[ NAPLN PRACE



e administrativna a organizacna podpora realitného timu
e sprava kalendarov, terminov, obhliadok a stretnuti

e komunikacia s klientmi (email, telefon)

e priprava podkladov k zmluvam a inzercii

e praca s CRM systémom a databazami

e kontrola a aktualizacia inzeratov nehnutelnosti

e spolupraca na automatizacii procesov

e dohlad nad ulohami a terminmi

[ POZADUJEME

 vyborné organizacné schopnosti a zmysel pre systém

¢ samostatnost, zodpovednost a spolahlivost

« profesiondlne a prijemné vystupovanie

e dobru znalost prace s PC (Google Workspace / MS Office)

« schopnost pracovat s viacerymi tlohami naraz

e diskrétnost

 vyhodou: skusenost s realitami, administrativou alebo CRM systémami

] PONUKAME

e spolupracu na zivnost
e odmenu dohodou (podla skisenosti a rozsahu prace)
« flexibilny ¢as a moznost ¢iastocnej prace online



« zaskolenie do procesov a systémov
 dlhodobu spolupracu v stabilnej realitnej kancelarii

] ZAUJEM?

Posli nam kratky zivotopis a par viet o sebe. Hladdme niekoho, kto vie veci dotiahnut a udrzat
poriadok.

Selection procedure information

] VYBEROVY PROCES

Vyber prebehne v niekolkych krokoch:

zaslanie zivotopisu a kratkeho predstavenia

kratky online/telefonicky rozhovor

praktickd uloha zameranda na organizaciu a pracu s informéaciami
osobné alebo online stretnutie

Ll

Vybranych uchédzacov budeme kontaktovat postupne.

Spolupraca je mozna ihned alebo dohodou

Working mode

Single-shift system
Position also suitable for

e person from Ukraine



e graduates
e persons on parental leave

Benefits offered

e vacation beyond the Labor Code

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)

Languages

e English - Advanced: B1 and B2

Digital skills

e Microsoft Excel - Advanced
e Microsoft PowerPoint - Advanced

Driving licence

e Category B

General qualifications and prerequisites

e analysing and solving problems

e assertiveness

e deliberation

e empathy

e financial and economic literacy

e communication (dealing with people)
e communicativeness

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

e decision-making

e teamwork



Employer information

Business Name
KOLLAR REALITY s.r.o.

Company Registration Number
54394708

Address

913 05 Ivanovce, Slovakia

Characteristics of the company

Realitna kancelaria

Contact person
Martin Kollar
Majitel Realitnej Kancelarie

E-mail: martinkollar@kollarreality.sk
Phone: +421 911 112 455

Source: worki.sk, Offer ID: 2060310, Classification of jobs (SK ISC0-08): 3343000 Administrative
and executive assistant, Profession: Administrative Worker , Working area: HR, Administration and
Customer Service, Business, Marketing and Advertising, Banking, Insurance, Financial Services and
Real Estate
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