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Huepounvia avaptnong avakoivwong: 06/12/2022

NEEZ OEZEIZ MPAKTIKHZ AZKHZHZ

Veltio Means Better.

H VELTIO GREECE LTD, availnta 1 ¢ottntr 1 doltitpLla (TETAPTOETAG 1 ML MTUXiw) amo ta

Tunuata BXAY/OE/OAE/AX/AES tou Mavemnotnuiov Makedoviag, yia 3punvn NpakTikig
Acknon to didotnua 1/2/2023 —30/4/2023.

O dopéag mapéxel 0TouG/oTLG AoKOUUEVOUG/VEG DOLTNTEG/TNTPLEG:
e ApotBn 400€/ punva Mpaktikic Aoknong, LEow tou Mavemotnpiou
Makebdovioag

e Aodalion oe MeplMTWON EPYATIKOU ATUXNMOTOG, LECW TOU Mavemotnuiou
Makedoviog
AVOAUTLKA TO OVTLKEIUEVO TNE AOKNONG KOL TA EMIBUUNTA TPOCOVTIA:

T|.'1r||.m Ap’LBpoc A'I.(IO'tnp.Ct AV'I:I.KEL'HEVO MpaKkTikng Stotyeia YoPndiou

®doitnong O¢ocswv aoknong Aoknong
¢ Coordinating office activities and
operations to secure efficiency and
compliance to company policies
e Office Management ¢ Maintain * Fluent English (written and
office security by following safety spoken)
procedures and controlling access * Strong communication and
e Budget handling and payments organization skills.
execution (keep updated records of | ® Ability to learn quickly.
office expenses and costs, travel * Organizational skills with the
expenses management and ability to prioritize assigned

BXAZ/OE/OA 1 1/2/2023 - reporting) ® Conduct a variety of tasks.
E/AX/AEZ 30/4/2023 administrative tasks as assigned o * Effective multitasking

Organize company events ¢ Welcome
visitors e Front office support
Operations management duties.

e Supports the recruiting process via
a variety of integrated HR systems e
Generates reports for candidate
pipeline ¢ Identifies availability of
current employees and creates new
hire onboarding agendas ¢ Posts and
manages job postings in Veltio site
and social media sites (LinkedIn, etc.)

abilities.

e Ability to work well
independently and as part of a
team.

¢ Qutstanding communication
and interpersonal abilities

¢ High responsibility

¢ Knowledge of Microsoft
Office and Outlook email.

AMOXTOAH BIOTPA®DIKQN >TO EMAIL

hr@veltio.com

Mpoooxn! H B8éon duvatal va kaAudBOel tpLv TNV EKMVON TNG aVWTEPW TpoBeouiag
edv o Qopeag katalnéel otoug Doltntég ov emBUPEL va amaoXoAnoeL.
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