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Huepounvia avaptnong avakoivwong: 20/11/2019

NEA OE2H NPAKTIKHZ AZKHZH2

«2 OMEGA
—/_ PHARMA

H Omega - Pharma Hellas A.E., otn Osooahovikn avalnta 1 ¢pottntr/tAtpla
(teTaptoETi A emi mTuyiw) amd Ta tuRpata 0.E./0.A.E. Tou Mavemnotnuiov Makedoviag, yia
6unvn Npaktikn Aoknon.

O dopiag mapexeL 0TOUG/0TIC ACKOUUEVOUG/VEG POLTNTEG/TNTPLEG:
e ApotBn 400€/ unva Mpaktikng Aoknong, LEow tou Mavemotnuiov
Makedoviog
e Aoddlion og mepIMTWON EPYATIKOU ATUXUATOC, HECW Tou Mavemotnuiou
Makedoviog

AVOAUTIKO TO QVTLKELLEVO TNC A0KNONC KAt To ETBupunTtd TpooovTo:

Tunpa Ap1Ouog Awdotnpa Avtikeipevo MPaKTIKAG Ztoeia
®doitnong | Ofoswv Aaoknong Acoknong Ynoyndiouv

e Toread and analyze incoming memos,
submissions, and reports in order to determine
their significance and plan their distribution

e To sort distribute and open (where applicable)
e  Computer literate

e  Fluentin English

incoming correspondence, including faxes and

email
. e Solid
e Prepare responses to correspondence containing o
1/1/2020 - T communication
routine inquiries skills
O.E./O.A.E. 1 30/6/2020 . . - .
e  Greets guests/visitors entering the organization e Ability to manage
and notifies host upon guest arrival time and prioritize
e Responsible for Office logistics: Ordering supplies effectively

and stationery, Cleaning services

e Maintaining records management systems, and
performing basic bookkeeping work

e Run ad hoc projects assigned by Office Manager
in cooperation with HR department

YrioBoAr Autoswv:
20/11/2019 -29/11/2019,
Asutépa £we MNapaokeun, 11:00-13:00,
Fpadeio Npaktikng Aoknong Navenotnpiov Makedoviog

Mpoooxn! H Béon duvatal va kaAudBel mpLv TNV ekmvon TG avwtépw mpobeouiag
eadv o Qopeag katalnéel otoug Pottnteg mou emBu el va amaooARoeL.




