ACCUCTEeHT

Executive Assistant

HR >KaHe XaTLWbINbIK,

XYMbIC BEPYLLI

YacTHbI poHA "doHA bynaTa
YTemypaTtoBa"

Boc »KymMbIC opHbl 13.09.2026 6acTan

(Xa n n bl 6e ﬁ i H ) 20.09.2026 peliH »xapamabl

EHbOeKaKpbl 416 000 TeHrepeH bacTan

LLapTTapsbl TOJIbIK XKYMbIC KYHi, TYPaKTbl
XKYMBbIC, eHOeK XXaFhanbl KanbinTbl

Boc »KyMbIC OpbIHAApP CaHbl 1

BOC XKYMbIC OPHbI TYPAJIbl AKINAPAT

AnmMack,
?KyMbIC OpHbI

JNlaya3biMAbIK MiHOETI

AnmMaTbl K. / AnMaThl K.
ynvua Taxnbaeson 155

OcHoOBHBIE 00513aHHOCTH:

1. OpranusaloHHO-aJMUHUCTPaTUBHAs IOJ/ePyKKa PYKOBOLUTEIS U
rofipasie/ieHuuy;
2. Benenne jokymeHTOO00pOTa (perucTparysi, KOHTPOJIb, XpaHEeHHe

AOKYMEHTOB, ITOATOTOBKA OT‘-IeTOB);

3. Benenvie kaseHzapsi pyKOBOAWTe IS, OpraHu3aliis BCTped U
COBelllaHu;
4. Yrpasnenue odurcom 1 obecrieueHre ero Gecriepe6oHONM pabOThI

(koopuHaLMs 00C/TyKMBAIOILIero MepcoHasa, pellieHre X035HCTBeHHbIX BOIIPOCOB);

5. Opranu3aiiys 3aKyria KaHIeJIIPCKUX U X031MCTBeHHBIX TOBAapOB,
KOHTPOJIb Pacxo/ia MaTepuasos;

6. OpraHu3ainusi ¥ 3aka3 OuieToB, OpOHHMPOBaHWE T'OCTUHUL,
COTIPOBOJK/IEHHEe KOMaHAUPOBOK paboTHUKOB PoH/1a;

7. HOAFOTOBK&I M COIVIaCOBAHKWE BHYTPEHHUX 3d4BOK, ITMCEM U OTUETOB;

8. B3aumogeiicTBre C BHyTPEHHUMHU T0Jpa3eeHUsIMA U BHELITHUMU
rapTHepamu Mo a/IMUHHACTPAaTHBHBIM BOIIPOCAM.

XYMDbIC IBOEYLUITE TAJIANTAP

MamMaHabIK 60MbIHLLA OTili

binim peHreni

3 Xbln

>KOFapbl



MeHrepreH Tingepi e AFbUIWbIH - XXOFapbl AeHren
» Ka3ak - XXofapbl AeHren
e OpbIC - )KOFapbl AeHren

KoCIBN DAFObLIJIAP

» Kipic KOHblpaynapblH Kabbingay xaHe beny
o XaT-xabapnapabl, xabapnaHabipynapabl, xabapnamanapbl Kabblnay XoHe XeTKi3y (Tanceipy)

« Kenywinepmi Kapcbl any XXaHe ecernke any

XXEKE KACUETI

o Bbenimpinik

o TopTinTinik

e AHaNuTKKanNbIK onnay

e ChblinambiiblK

e OpraHukanblk eHAipic aaicTepi xeHiHAe Heri3ri 6inim
e BbacTamalublnbIK

e Jlormkanbik onnay

KoCINMOPbLIH TYPAJIbl AKINAPATTAP

KbI3MeTKepJsiep CaHbl 72
BannaHbICTafbl Ty/IFa >XapaxmeToBa Hypcyny EpraneesHa
KacinopbIHHbIH, alMa¥fbl AnMaTsbl K. / AnMaThl K.

KacinopblHHbIH, MekeH-Xalbl  Ta)ibaeBa kewleci 155 VIP kopn



