NAT AN

Arvatarmert | v

ADMINISTRATIVNY ASISTENT

ADMINISTRATIVE ASSISTANT

POPIS PRACOVNEJ POZICIE
JOB DESCRIPTION

\

VSEOBECNA DEFINICIA POZICIE / GENERAL JOB DEFINITION

Povinnosti a zodpovednosti Adminitrativneho/nej Asistenta/ky zahffaju poskytovanie administrativne;j
podpory pre zabezpelenie plynulého a efektivheho chodu oddelenia. Podporuje veducich oddeleni a
manzérov s roznymi Ulohami v ramci organizdcie, komunikacie a administrativnych uloh, ako napriklad
Statistiky, prezentdcie, priprava dokumentov a podkladov. Je zodpovedny/a za déverny a citlivy material v
ramci oddelenia, pre ktoré pracuje.

Administrative Assistant duties and responsibilities include providing administrative support to ensure efficient
operation of the office. Supports managers and employees through a variety of tasks related to organization,
communication and administrative tasks, such as statistics, presentations and documentation. Responsible for
confidential and time material realted tot he department, where the support is needed.

POVINNOSTI A ZODPOVEDNOSTI / DUTIES AND RESPONSIBILITIES

DodrZiavanie pravidiel Bezpecnosti a ochrany zdravia pri praci

Usmerniovanie a davanie spatnej vazby operatorom pocas zmeny

Rozvrhnutie pracovnych zmien a povinnosti

Riadenie dovolenkovych poZiadaviek zamestnancov a riesenie aktudlnych nepritomnosti
Zaskolovanie a trénovanie novych zamestnancov na pracovisku

Kontrola nastrojov alebo naradia a komunikovanie poziadaviek na opravy alebo udrzbu
RieSenie zakaznickych reklamacii a staznosti zamestnancov

RieSenie konflikov medzi operatormi

Podporovat a udrziavat pozitivhe pracovné prostredie

Implementdcia a aplikovanie zakladnych poZiadaviek IATF 16949 Quality Management Standard
Zabezpedit sulad s poziadavkami IATF 16949 Quality Management Standard

Hodnotenie rizik a prileZitosti pre pre kazdé oddelenie a reporting prisltichajicemu manaZmentu
RieSenie ad-hoc Uloh od nadriadeného

Follow the Health and safety Instructions in the work area at all times

Provide direction and feedback to workers during shifts

Schedule employee shifts and assign duties

Manage time-off requests and handle last-minute absences

Train and coach new employees

Inspect equipment and communicate the need for repairs or replacements to management
Address customer and employee complaints

Resolve conflicts between workers

Foster and maintain a positive work environment

Implementing and apply the basic requirements of the IATF 16949 Quality Manangement Standard,
To comply with the requirements of IATF 16949 Quality Manangement Standard,

Evaluation of the risk and opportunities of own department and reporting to the related management
Ad-hoc issues

ODBORNA KVALIFIKACIA / PROFESSIONAL QUALIFICATIONS

Znalosti MS Office na profesiondlnej drovni
Anglicky jazyk na pokrocilej trovni
Znalosti sytému manazérstva a procedur
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ADMINISTRATIVNY ASISTENT

ADMINISTRATIVE ASSISTANT

POPIS PRACOVNEJ POZICIE
JOB DESCRIPTION

e N

e Silné organizacné a planovacie schopnosti

e Reportovanie

e  Minimalne stredoskolské vzdelanie, idedlne ekonomického alebo administrativneho
zamerania

e  Proficient in MS Office skills

e English language on upper intermediate level

e  Knowledge of Office Management systems and procedures
e  Strong organizational and planning skills

e  Reportin knowledge

®  Minimum High School degree, ideally in the Economic / Administrative field

OSOBNA KVALIFIKACIA / PERSONAL QUALIFICATIONS

e  Znalosti adminitrativnej pisanej komunikacie a reportovania
e Profesionalita

e Doéraz na detaily

e Timova préca

e Administrative Writing and reporting Skills
e Professionalism

e Attention to Detail

e Teamwork
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