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OINAC 3A PABOTA

BTE BaceptexHuk 'm6X co ceguwwite Bo EceH, l'epmaHnja e egHa o BoOeYKMTE €BPOMNCKN NPUBATHU
KOMMNaHuK1 3a NpoekTupame, n3rpagda v ynpasyBake Ha MHpacTpyKTypa 3a BO4a U TPEeTMaH Ha oTnagHu
Boan. Kako meryHapoaHa komnanuja, BTE BacepTexHuk MTmM6X numa nogpyxHULM 1 NPOEKTHU KaHuenapum
Bo EBpona n brnickmoT UcTok. 3a cnpoBeayBame Ha cBOjoT 6usHuc, BTE BaceptexHuk 'm6X og 2016
rogvHa nma nogpyxnuua n so Ckonje, CeBepHa MakegoHuja.

3a crnpoBefyBake Ha roniem MpPOEKT 3a TpeTMaH Ha oTnagHu Boau Bo Ckonje, 6apame HeKoj Koj ke ro
3ajakHe U NoaapKu HaLIMOT TUM BO usBeabarta u paboteweTo Ha [peuncTuTenHaTa cTaHuua 3a oTnagHu
Boawn (IMCOB) u lNocTpojkaTa 3a coropyBare 1 cylerwe Ha Tuwa (MCCT), kako WTo cnegyea:

Pa6oTHa
nosuumja

OproBopHoCT

MocebGHa
KOMMNEeTEeHTHOCT

FnmaBHU 3agaumn

OncumnnunHcKkn
npeTnocraBeH

AamMuHucTpaTuBeH acucteHT 3a NMCCT

Mopapwka Ha MeHapepoT Ha nokauujaTta Ha NMNCCT, co agMUHUCTPATMBHU 3ada4m
BO paMKkuTe Ha baparaTa Ha NPoeKkToT

WpeanHnoT kaHampat ke ce 3aHMMaBa CO aAMUHUCTPATMBHWM  3adaudu,
0be3benyBajkn HenpeyeHo yHKUMOHMpake Ha rpagunuwiteto. OBaa ynora 6apa
OANTNMYHN KOMYHUKALUUCKN BELTUHW, BHUMaHWE KOH pJetanute u cnocobHocT 3a
paboTa BO guHaMnyHa cpeguHa.

= (OG6esbegyBawe agMuMHUCTPaATMBHA nopapwka Ha MeHayepoT Ha
nokauujata Ha NCCT n TMMOT BO Nnokauujata

*  AIMWHMCTPATMBHM 3a[a4M KaKo LUTO Ce pe3epBaLMn Ha XOTenun u NeToBu
3a y4YeCHUUUTE BO NPOEKTOT

» KoopauHupate Ha cocTaHoLuM, MOAroToBKa Ha areHaM W BoAewe
3anMcHULM

= PakyBawe CO KopecrnoHaeHuuja, e-nowTa W TeneOHCKN NoBuUN,
06e3benyBarbe HaBPEMEHW 04roBOPY

= [lpeBog of aHrNMCKM Ha MakedoHCKU W obpaTHO (MpPeBOA Ha repmaHCKu
jasuk e NnpeaHocCT)

= [lomow BO nogroTtoBkata WM AUCTpubyuujata Ha [HEBHW, HeOenHu U
MeCeYHU n3BeLlTan 3a HanpeaokoT

» 3akaxyBame M KOOpAWHMpawe Ha MOCETU Ha nokauujaTta, UHCMIEKUUU U
cocTaHouu

» [logrotoBka n 06paboTka Ha usBeLLTan 3a TpoLwloum 1 akTypu

= Cregewe M Hapayka Ha KaHUenapuckM maTepuvjanyM u martepujann Ha
nokauwjarta no notpeba

=  OJpXyBakEe 1 OpraHn3vpare Ha CUCTEMOT 3a apXMBUPaHE, ENEKTPOHCKM
N pu3nYKn

= OppxyBake Ha nNpOeKTHa [AOKYMeHTauuja, BKNydyBajkym [OOrosopu,
pacrnopeau v usseLuTau

= YnpaByBate CO Kauernapuute, BKIyyyBajkm o06e3begyBawe Ha
OCBEXyBaH-€ Ha COCTaHOLMTE 1 OpraHM3npame Ha YNCTeHe/cepBUCHpam-e

* YnpaByBawe CO eBMAeHLMja 3a MepcoHanoT, BKIydyBajku MpoBepka Ha
BaXE4YKO COLMjarHO OCUrypyBake Ha MepcoHanoT Ha nokauujaTta,
BKITy4yBajkn ro U NepcoHanoT Ha Noa-ussenyBaynte

* Bpuweke gpyrv agMUHUCTPATUBHU OOMKHOCTU Mo noTpeba 3a nogapLuka
Ha TUMOT Ha fokauujaTa

» MeHauep Ha rpagnnmwTe Ha MNCCT
= MeHalep Ha nogpyxHuua



OucunnnuHcku
nogpeaeHu
MoTpebHa
KBanudukauumja
MoTpebHO
WUCKYCTBO
MoTpebHu
BELWTUHN

MNMocakyBaHu
BELUTUHU
PaboTtHO Bpeme
PaboTtHO mecTo
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He e npnmeHnmeo

Hajmanky cpegHo ob6pasoBaHue

MpeTxoaHO paboOTHO MCKYCTBO Kako MPOEKTEH aCUCTEHT NN aCUCTEHT BO
KaHuenapuja

TeyHo 360pyBar-€ M NULLIYBaH-€ Ha aHIMUCKK jasnk

MosHaBame Ha MS Office

Hobpwn IT BewTUHM

ConunaHn KOMYHUKaLMCKN BELLTUHU

[Mo3HaBare Ha repmaHckuy jasunk 61 6uno npegHocT

Bosauka gossona b — kateropuja

40 yaca HegenHo (08:00 — 16:00, 09 lNoHedenHuUkK Ao Nemok )
Ckonje, nokauuja Ha npoekToT BO Tpybapeso, OnwTtnHa [a3n baba

[okonky cTe 3anHTepecupaHu 3a oBaa paboTHa no3uuuja, Be MONMMe ncnpaTeTe rv BalmTe JOKYMEHTU
3a annvikauwuja (6o PDF ¢ghopmam OoKosKy ce npaka ro e-rowma) coctaBeHa og CV n MoTMBaunoHO NMCMOo
CO AeTanu 3a BaluuTe O4eKkyBaHha 3a nrnarta u MOXXHWOT AaTyM 3a MOYETOK Ha paboTa, Ha eaHa oA cnegHuTe

agpecu:

Appeca:

BTE BaceptexHuk 'M6X EceH, 'epmaHuja
MoapyxHuua Bo Ckonje, P.MakegHuja
¥n. Muxaun Llokos, 6p.6, Ckonje-LleHTap

e-nowTa:

office-skopje@wte.de

Mirsat.Esati@wte.de

Babenewka: [Jokonky annuyupame ro e-nowma, Be uzsecmysame deka nudHUMe nodamouyu wmo Ke Hu
au 0ademe Ke eu Kopucmume caMmo 3a Mpouecom Ha aniauyupare 80 coz2/1acHoCm cO 3akoHom 3a
3awmuma Ha nu4YHume nodamouu, u ucmume Ke 6udam usbpuwaHu no 3aspuwysarbemo Ha rnpouecom

Ha ariiuyupame.
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JOB ANNOUNCEMENT

WTE Wassertechnik GmbH with headquarter in Essen, Germany is one of the leading European private
companies for design, construction and operation of water and wastewater infrastructure. As an
international company, WTE Wassertechnik GmbH has numerous branches and project offices in Europe
and Middle East. For implementation of its business, WTE Wassertechnik GmbH since 2016 has its branch
in Skopje, North Macedonia.

For implementation of major wastewater treatment project in Skopje, we are looking for employees to
strengthen and support our team in execution and operation of Wastewater Treatment Plant (WWTP) and
Sludge Drying Incineration Plant (SDIP), as following:

Job position

Responsible
for

Special
competence

Main duties

Disciplinary
superior

Disciplinary
subordinates

Required
qualification

Required
experience

Required skills

Administrative assistant for SDIP Site

Supporting the SDIP Site Manager with administrative tasks within the scope of
project requirements

The ideal candidate will handle administrative tasks, ensuring the smooth operation
of the construction site. This role requires excellent communication skills, attention to
detail, and the ability to work in a fast-paced environment.

= Provide administrative support to the SDIP Site Manager and site team

= Administrative tasks such as hotel and flight bookings for project participants

= Coordinate meetings, prepare agendas, and take minutes

= Handle correspondence, emails, and phone calls, ensuring timely responses

= Translation English — Macedonian and vice versa (translation into German is
beneficial)

= Assistin the preparation and distribution of daily, weekly, and monthly progress
reports

= Schedule and coordinate site visits, inspections, and meetings

= Prepare and process expense reports and invoices

= Monitor and order office supplies and site materials as needed

= Maintain and organize filing systems, both electronic and physical

= Maintain project documentation, including contracts, schedules, and reports

= Management of facilities including refreshments in meetings and organization
of cleaning/servicing

= Managing personnel records including check of valid social security of site
personnel including contractor personnel

= Perform other administrative duties as required to support the site team

= SDIP Site Manager
= Branch Office Manager

= Not applicable

= At least secondary school

= Previous working experience as project assistant or office assistant

=  Fluentin English Language
= Good IT skills
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= Good knowledge of MS Office
= Strong communication skills

Preferred skills » Knowledge of German language would be an advantage
»= Driving license B - category

Working time = 40 hours per week (08:00 — 16:00, from Monday to Friday)

Working place = Skopje, project site in Trubarevo, Municipality of Gazi Baba

If you are interested on this working position, please send us your application documents (in PDF format if
emailed) consisting of CV, Diploma, Certificates and Motivation letter with details of your salary
expectations and possible starting date of work, in one of following addresses:

Address: WTE Wassertechnik GmbH Essen, Germany
Branch Office in Skopje, R. Macedonia
Str. Mihail Cokov, no.6, Skopje-Centar

e-mail address: office-skopje @wte.de

Mirsat.Esati@wte.de

Note: If you apply by e-mail, we store the personal data you have given us for the application process in

accordance with the Law on personal data protection; the data will be deleted after the end of the application
process.
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