NaHcku, TaH3rep, 3ekupu + naptHep AOO Ckonje, egHa of
HajroneMuTe MeryHapoaHM aOBOKATCKM W KOHCYNTAHCKM KykuM 3a
OenoBHo npaeo Bo LleHTpanHa EBpona, koja 6pon Hag 120 BpaboTeHun
BO cBouTe kaHuenapum Bo BueHna (Asctpuja), Ckonje (CesepHa
MakepgoHuja), bpatucnasa (Cnoauka), ActaHa (KasaxctaH), [ybau
(O6eanHeTn Apancku Ewmwupatun), Wctanbyn (Typumja) wn [lpara
ANl  (Penybnuka Yelwka), o6jaByBa ornac 3a:

AOMUHUCTPATUBEH N PUHAHCUCKU ACUCTEHT

MoTpebHu kBanudukaumm:

e 3aBplleHoO BMCOKO obpasoBaHue co gunnoma og ExkoHomckn dakynteT unm dakynTeT 3a
OGM3HUC CTYaNN;

OCHOBHM NO3HaBaHa Ha CMETKOBOACTBEHM U (PUHAHCUCKM NPOLLECU U NpoLEeaypu;
ConuaHo no3HaBawe Ha Microsoft Office nakeToT, ocobeHo Microsoft Excel;

MwHMyM Be roAvHM UCKYCTBO Ha UCTa UM CRNYHa NO3uLmja;

OAannyHO No3HaBaH-Ee Ha aHrMMCKKM ja3uk (NMMCMEHO 1 BepbarnHo);

Mo3nTmnBeH cTaB n xenba 3a yyere;

Kﬂy‘-IHI/I oAroBoOpHOCTHU:

e [lomara BO CcekojoHEBHWUTE aOMUHUCTPATUBHWU 3adaudn, BKIy4vyBajku ynpaByBawe CO
AaTOTEKN N BHECYBaH-€ NOAATOLY;

e [logapwka Ha YNEeHOBUTE Ha TUMOT CO 3aKaXyBa-€, OpraHusvpare COCTaHoUM U
ynpaByBar-€ CO KaneHaapu;

e KomyHukauuja n koopamHaumja co KNMeHTU U HaaBopeLUHU copaboTHULK;

e (O6e3beayBa onwTa NogapLUKa Ha NOCETUTENUTE;

e HabaBka Ha kaHUenapuCKM M Opyrn ocTaHaTW maTepujanu, Kako u obesbepyBare Ha
Ao6po opraHnaunpaH paboTeH NpocTop;

e ApxuBupar-e AOKYMEHTW, BOAEHE AENOBOAHA KHUra, NpMMake 1 ucrnpakahe noLuTa.

N3paboTyBarbe 1 ynpaByBake CO AOKYMEHTaLMja NoBp3aHa CO YOBEYKN PECYPCU, KAKO U

oCTaHaTa AOKyMeHTaumja 3a BpaboTeHw.

KoopaunHauuja Ha cnyx6eHu natysaksa.

N3paboTka Ha MeceyHn hakTypu 3a KIMEHTU U HUBHO €BUAEHTUPaHE.

N3paboTka Ha naTHM TpoLLOLM.

Mpuem, eBnaeHTUpare 1 cnegere Ha BresHu akTtypu, Kako 1 koopanHauuja n cnegerwe

Ha HMBHOTO HaBPEMEHO Nnnakane.

Cnpemarse 1 copTupare 4OKYMEHTU 3a 4OCTaBa 40 HAaABOPELUHOTO CMETKOBOACTBO.

e [logroToBka Ha u3BewTaun, Tabenu, npeseHTauun 1 gpyra AenoBHa AOKyMeHTauuja no
Gapahe Ha MEHALIMEHTOT;

e (O6e3benyBate aoBepnuBOCT M 6e3bedHO pakyBake CO AENOBHU MHGOPMaUUN u”
AOKyMeHTauuja;

e [logmopwka npwu opraHu3auvja Ha KOpPNOpaTUBHU HAcTaHW W APYrU akTMBHOCTM Ha
KOMnNaHwujaTa;

e Bpwewe apyrv agMMHUCTPATUBHM M OMepaTMBHM 3ajadvu CornmacHo notpebute Ha
KOMMNaHujaTa n HaCOKUTE Ha HEMOCPEAHMOT NPETNOCTABEH;

YcnoBu 3a pabora:

» InHamnyHa paboTHa cpeaunHa 3a fnyre co OTBOPEH YM KOM cakaaT Aa usrpagat Kapuepa;
* MOXXHOCT 32 KOHTUHYMpPaH fIMYeH 1 NpodecmnoHaneH pa3Boj BO KOMMNaHWjaTa;

» KOHKypeHTHa nnaTa;

* [pujatHa n paboTHa aTtmocdepa;

* [NoHegenHuk - neTok, 40 Yaca HeaenHo.

3avHTepecupaHnTe KaHaugatM MoxaTt ga ro wmcnpartat cBoeto CV Ha cnegHata e-nowiTa:
office@lansky.mk

Camo kBanuduKkyBaHuTe KaHaMaaTM Ke GuaaT BKIyYeHU BO NMPOLECOT Ha cenekuuja v ke bugat
COO]BETHO MH(POPMUPAHUN 38 HEFOBUOT HaNpeok.

PaboTHOTO MecTo e 0TBOpeHO 14 feHa o AeHOT Ha o6jaByBaH-ETO.



Lansky, Ganzger, Zeqiri + partner DOO Skopje, one of the largest
international law and business consulting firms in Central Europe,
with over 120 employees in its offices in Vienna (Austria), Bratislava
(Slovakia), Astana (Kazakhstan), Skopje (North Macedonia), Dubai
(UAE), Istanbul (Turkey) and Prague (Czech Republic) announces
sl o vacancy for the following position:

OFFICE AND FINANCE ASSISTANT

Required qualifications:

e Completed university education with a degree in Economics or Business Studies;
e Basic knowledge of accounting and financial processes and procedures;

o Good command of the Microsoft Office package, particularly Microsoft Excel;
e At least two years of experience in the same or a similar position;

e Excellent command of English, both written and spoken;

o Positive attitude and willingness to learn;

Key responsibilities:

e Assisting with day-to-day administrative tasks, including file management and data entry;

e Supporting team members with scheduling, arranging meetings and managing calendars;

¢ Communicating and coordinating with clients and external associates;

e Providing general assistance to visitors;

e Purchasing office supplies and other materials, and ensuring that the office is well
organised;

e Archiving documents, maintaining the incoming and outgoing correspondence register,
and handling incoming and outgoing mail;

e Preparing and managing human resources-related documentation, as well as other
employee records;

¢ Coordinating business travel arrangements;

e Preparing monthly client invoices and recording them in the relevant records;

e Preparing travel expense statements;

e Receiving, recording and monitoring incoming invoices, as well as coordinating and
following up on their timely payment;

e Preparing and sorting documents for submission to the external accounting provider;

e Preparing reports, spreadsheets, presentations and other business documentation at the
request of management;

e Ensuring confidentiality and the secure handling of business information and
documentation;

e Providing support in organising corporate events and other company activities;

o Performing other administrative and operational tasks as required by the company and in
accordance with the instructions of the direct supervisor;

Working conditions:

A dynamic work environment for "open minded" people who want to build a career;
Opportunity for growth and skill development;

Competitive salary;

Pleasent and working atmosphere;

Monday - Friday, 40 hours per week;

Interested candidates can send their CV to the following e-mail address: office@lansky.mk.

Only the qualified candidates will be included in the selection process and will be duly informed
about its progress.

The vacancy is open 14 days from the day of its announcement.



Lansky, Ganzger, Zeqiri + Partner SHPK Shkup, njé nga firmat mé té
médha ndérkombétare té avokatisé dhe konsulencés né fushén e sé
drejtés afariste né Evropén Qendrore, e cila numéron mbi 120 té
punésuar né zyrat e saj né Vjené (Austri), Shkup (Magedonia e Veriut),
Bratislavé (Sllovaki), Astana (Kazakistan), Dubai (Emiratet e Bashkuara
Arabe), Stamboll (Turgi) dhe Pragé (Republika Ceke), shpall konkurs
pér:

ASISTENT ADMINISTRATIV DHE FINANCIAR

Kualifikimet e nevojshme:

Arsim i larté i pérfunduar me diplomé nga Fakulteti Ekonomik ose Fakulteti i Studimeve té
Biznesit;

Njohuri bazé né proceset dhe procedurat e kontabilitetit dhe té operacioneve financiare;
Njohuri t&€ mira té paketés Microsoft Office, veganérisht Microsoft Excel;

Minimumi dy vite pérvojé pune né té njéjtin ose né njé pozicion té ngjashém;

Njohje e shkélgyer e gjuhés angleze (me shkrim dhe né té folur);

Qéndrim pozitiv dhe gatishméri pér té mésuar;

Pérgjegjésité kryesore:

Asistimi né detyrat e pérditshme administrative, duke pérfshiré menaxhimin e dosjeve dhe
futjen e t& dhénave;

Mbéshtetja e anétaréve té ekipit né caktimin dhe organizimin e takimeve, si dhe menaxhimin
e kalendaréve;

Komunikimi dhe koordinimi me klientét dhe bashképunétorét e jashtém;

Ofrimi i mbéshtetjes sé pérgjithshme pér vizitorét;

Prokurimi i materialeve té zyrés dhe materialeve té tjera té nevojshme, si dhe sigurimi i njé
ambienti pune té organizuar miré;

Arkivimi i dokumenteve, mbaijtja e regjistrit té& protokollit, pranimi dhe dérgimi i postés;
Pérgatitia dhe administrimi i dokumentacionit qé lidhet me burimet njerézore, si dhe
dokumentacionit tjetér té punonjésve;

Koordinimi i udhétimeve zyrtare;

Pérgatitja e faturave mujore pér klientét dhe evidentimi i tyre;

Pérgatitja e dokumentacionit pér shpenzimet e udhétimit;

Pranimi, evidentimi dhe ndjekja e faturave hyrése, si dhe koordinimi dhe ndjekja e pagesés
sé tyre né kohé;

Pérgatitja dhe sistemimi i dokumenteve pér dorézim te shérbimi i jashtém i kontabilitetit;
Pérgatitia e raporteve, tabelave, prezantimeve dhe dokumentacionit tjetér afarist sipas
kérkesés sé menaxhmentit;

Sigurimi i konfidencialitetit dhe trajtimi i sigurt i informacioneve dhe dokumentacionit afarist;
Mbéshtetja né organizimin e ngjarjeve korporative dhe aktiviteteve té tjera t&€ kompaniseé;
Kryerja e detyrave té tjera administrative dhe operative, né pérputhje me nevojat e
kompanisé dhe udhézimet e eprorit té drejtpérdrejté.

Kushtet e punés:

Mjedis dinamik pune pér persona me mendje té hapur, té cilét déshirojné té ndértojné
karrierén e tyre;

Mundési pér zhvillim té vazhdueshém personal dhe profesional brenda kompaniség;

Pagé konkurruese;

Atmosferé e kéndshme dhe profesionale pune;

E héné — e premte, 40 oré né javé.

Kandidatét e interesuar mund ta dérgojné CV-né e tyre né adresén elektronike:
office@lansky.mk

Vetém kandidatét qé plotésojné kriteret e kérkuara do té pérfshihen né procesin e
pérzgjedhjes dhe do té informohen né ményré pérkatése lidhur me ecuriné e tij.

Vendi i punés do té jeté i hapur pér aplikim pér 14 dité nga dita e publikimit t& shpalljes.



