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e are a well-established international company and are looking for a competent young, motivated and open-minded employee for our office administration. 

Your tasks: 

· Organizing meeting arrangements
· Word Processing for more complex documents
· Copy, fax and mail support
· Telephone coverage
· Deal with the post
Minimum Qualifications: 

· Minimum 3 years commercial high school

· Strong PC skills, including MS Word

· 3 years of experience

· ability for team work

Knowledge and Skills:

· Client service orientation

· Excellent communication and administration skills

· A polished corporate appearance
Requirements

· If the above-mentioned skills are fulfilled, you might start a career in our company. 

· Our leadership is very convenient (you can work without pressure) and there is a good working atmosphere. The salary is appropriate and you don’t have to work overtime. 

· Please, enclose recent photo with your CV.[image: image5.jpg]



Feel the feeling of fairness! ffafairness!











African Spirit HandelsgesmbH


Dirnbergerstr. 41


4320 Perg


el: 07262/244040





Vacancy for: Secretary





If these descriptions fit to you please write to:


Enclose a recent photo and your CV. �References would be welcome











