Fulltime Administrative Assistent Oegstgt

Adecco

Locatie Noord-Holland, Amsterdam
https://www.advertentiex.nl/x-866157-z

Bedrijfsomschrijving
This company is internationally known. In the Netherlands it is based in Oegstgeest, nearby Leiden.
Functieomschrijving

This company is seeking an Administrative Assistant to support its senior management and team
members. In this role, you will participate in various projects and activities and provide advanced
administrative support to leaders and the business.

They are looking for a driven and resourceful Administrative Assistant who wants to work in an exciting
and challenging environment. The job responsibilities for the Administrative Assistant would include:

- Coordinate meeting logistics, including reserving conference rooms, equipment setup, and creation of
presentations and preparing meeting materials

- Pull reports and information from systems

- Calendar management (across time zones)

- Manage financial administrative tasks related to corporate card use and expenses and manage accurate
processing of departmental invoices

- Coordinate domestic and international travel arrangements including processing of visas for

Z-]S

1U3lSISSY

awn|n4

1s9ah1s600

SAIRASILILPY

Z-19

JUdlSISSsyY

awnn4

1s9ab1s6a0

SAIFRASIUIUPY

Z-]S

T998-X/|u"XaNuaLIaApe” MMW//:Sdny E i

1UalsISsy

awin|ind

1s9ah1s620

AAIRASIUIUPY

Z-S

T998-X/|U"XaNUSLIBAPE MMM//:SANy E Th

[=] Ty [m]

1U3lSISSY

awn|n4

1s9ab1sbap

SAIFRASIUIPY

ravel
dport \I\m ‘ Imd ite Emnc hd® A L fors
talgnt gmBalary fack chiEEs
L | . m L
L0 edit glgI o i, detail g € ¢ ; IDISIR I[OItS tp
a o
| 5

repare and maintain agendas, action item [Ists, issué n prans: Escalate igsues
o= > oz > o= > o= >
;pgomptlyw 1 Ve o TE T 7 vE 7
L Exercisa Judgment"’ nd maﬁeqdecwon‘é to promeie smooth Workﬂzovm and prigritizatign £ o
@ < @D
%nsure%ﬁt mternagand e)ﬁegjal C| |ené emamjﬁare nel‘g 2= % 2= g =

- Greate, organize apd managg varipusiSharePoift sitgs ad sharedgrivess & 3 B

< < < < < <

o ] ) @ ) o

Fgnctie-eisen 3 > 3 > 3 > 3 > 3
5 o5 g o5 g o3 g o5 g o5 g o)

x X x x x x
=3 & 3 =] & 3 =3 & 3 =3 Q 3 =] & 3. =3 ]
3 2 3 @ a 3 e 3 ©a 3 wa 3 28
&% Q 3 & Q g &% Q g & Q 3 & Q g &% Q
3 3= 3 3= 3 3= X 3= 3 3= 3 ®
= 2o = 2 o = 2 o = 2 @ = 2 @ = @

awin|ind

SAIBASIUIWPY


https://www.advertentiex.nl/x-866157-z

- Intermediate proficiency in MS Office (Outlook, Excel, PPT)

- Bacheloré€™s degree (MBO/HBO degree in relevant studies)

- 1+ year of administrative experience

- Ability to successfully manage multiple, competing priorities to meet deadlines

- Excellent verbal and written communication skills, with a strong customer service focus
- Organizational skills and attention to detalil

- Ability to anticipate needs, be resourceful, and use sound judgment and tact

- Critical thinking, analytical, and problem solving skills

- Learning agility; Ability to quickly gain knowledge of organizational operations, procedures, and staff
- Ability to work independently, as well as collaborate in a team environment

- Reliability, flexibility and approachability

- Language: Dutch and English

Arbeidsvoorwaarden

2200 per
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