Office Secretary

XENOVO YONETIM DANISMANLIK LTD. STi.

Xenovo is an international company based in Kadikoy, Istanbul, that provides
accommodation services for business and tourism purposes, cares about customer
satisfaction and expands its service area day by day with a business approach that

establishes good business relations. You can be part of this company that establishes

reliable business relationships in many countries of the world.

QUALIFICATIONS

-To work full or part time in the office of our company, which has an international business

network in the tourism and accommodation sector in Istanbul Kadikoy.
- Very good handling of MS, Excel and Word

-Very good Turkish in both writing and speaking, good knowledge of German. In addition,

a good knowledge of English will be considered an important plus for the candidate.

- You must be a confident self-starter who can develop effective business relationships,

both internally & externally.

- You always keep an overview, set priorities and have a strong talent for organization and
coordination

- Good team and communication skills as well as a friendly, confident and personable
demeanor round off your humanity.

JOB DESCRIPTION

-Provide direct support to the Manager and handle calendar management & assistance



-Provides secretarial and clerical support to the manager, including categorizing and
maintaining databases and Excel spreadsheets of various correspondence types, keeping
track of deadlines.

-Schedules meetings and attends meetings and takes notes if required. Assists in

preparing reports, correspondence, or presentations, as needed.

-Effective communication with all parties at all levels internally and externally (by mail,

telephone, documentation, etc.)

-To be primarily responsible for matters such as making presentations for desired special
projects, following up the inventory of office supplies and their needs.

-Management of an international customer database

-ldentify which issues need urgent attention and report them to your manager if you
cannot resolve the disruptions in standard business processes.

What we offer you:

e You will be part of a motivated and ambitious team with which you will actively help

shape our success story

¢ You will be employed by us, receive fair remuneration and many benefits (food, coffee,

fruit, snacks, etc.)

e Flat hierarchies, a lot of personal creative freedom and an open feedback culture enable

you to develop optimally.

You can send your CVs to us at this e-mail address: office@xenovo.net

TR

Ofis Sekreteri

XENOVO YONETIM DANISMANLIK LTD. STi.



Xenovo, istanbul Kadikdy merkezli, is ve turizm amacli konaklama hizmeti veren, miisteri
memnuniyetini onemseyen ve iyi is iliskileri sayesinde hizmet alanini her gecen gun
genisleten uluslararasi bir sirkettir. Siz de dunyanin bircok Ulkesinde guvenilir is iliskileri

kuran bu sirketin bir parcasi olabilirsiniz.
NITELIKLER

-Turizm ve konaklama sektériinde uluslararasi is agina sahip olan firmamizin istanbul
Kadikoy'de bulunan ofisinde tam veya yari zamanl olarak birlikte calismak Uzere yeni bir
takim arkadasi anyoruz.

- Cok iyi derecede MS, Excel ve Word becerileri.

-Yazili ve sozli olarak cok iyi Tirkce, iyi derecede Almanca bilgisi. Buna ek olarak, iyi

derecede ingilizce bilgisi de aday icin 6nemli bir arti olarak kabul edilecektir.

-Bagimsiz ve yapilandinlmis bir sekilde calisirsiniz, son derece vicdanl, iletisimsel ve
motive olursunuz

-Her zaman genel bir bakis acisina sahip olma, oncelikleri belirleme ve organizasyon ve

koordinasyon konularinda gelismis bir yetenek.

- lyi ekip ve iletisim becerilerinin yani sira arkadas canlisi, kendine giivenen ve cana yakin
bir tavir.

iS TANIMI

-Yoneticiye dogrudan destek saglamak ve takvim yonetimi ve yardimi ile ilgilenmek
-Cesitli yazisma tirlerinin veri tabanlarini ve Excel elektronik tablolarini kategorize etmek
ve korumak, son teslim tarihlerini takip etmek de dahil olmak lizere yoneticiye sekreterlik

ve blro destegi saglamak.

-Toplantilar planlamak, toplantilara katilmak ve gerektiginde not almak. Raporlarin,

yazismalarin veya sunumlarin hazirlanmasina yardimci olmak.



-Dahili ve harici olarak her seviyedeki tum taraflarla etkili iletisim (posta, telefon,

dokimantasyon vb. ile)

-Istenilen 6zel projeler icin sunumlarin yapilmasi, ofis malzemelerinin envanterinin ve

ihtiyaclarinin takibi gibi konulardan oncelikli olarak sorumlu olmak.

-Uluslararasi musteri veri tabaninin yonetimi

-Hangi sorunlarin acil midahale gerektirdigini belirlemek ve standart is slreclerindeki
aksakliklar cozulemiyorsa bunlari yoneticiye bildirmek.

Size ne sunuyoruz?

- Basari hikayemizi sekillendirmeye aktif olarak yardimc olacaginiz motive ve hirsli bir

ekibin parcasi olacaksiniz

- Bizim tarafimizdan istihdam edilecek, adil bir lcrete ve bircok avantaj (yemek, kahve,

meyve, atistirmaliklar, vb.) sahip olacaksiniz.

- Kisisel yaratia ozgurlik ve acik bir geri bildirim kualturiyle isleyen essiz bir calisma

ortami.

Cv'lerinizi bize bu mail adresinden ulastirabilirsiniz: office@xenovo.net



