DDC Central Europe d.o.o.

Data Entry Operator; Czech/Slovak/Polish/Hungarian (m/f)

DATA ENTRY OPERATOR
Czech/Slovak/Polish/Hungarian

"Our global client is expending its network and is looking for Czech/Slovak/Polish/Hungarian speaking
data entry operators".

MAIN RESPONSIBILITIES:

- Operates an alphanumeric keyboard to transcribe data from a source document directly into a
computer and verifies previously transcribed or entered data.
- Determines the cause of error message while entering data and makes appropriate corrections.
- Reports directy to the Team Lead.
EXPERIANCE AND SKILLS (MINIMUM REQUIREMENTS):

- Graduation from HIGH SCHOOL or possession of a high school equivalency diploma .
- Knowlege in one or more of the above stated langugage is a must (minimum knowledge
requirement at B2 level)
- Reading and understanding is more important then verbal skill.
- Able to read and understand documentation written in English.
- Able to type at least 7000 KEYSTROKES PER HOUR.
- Fimiliar with Microsoft Office, WORD, EXCEL.
- Good knowledge of office terminology, procedures and practices
- good knowledge of the operation and use of a standard alphanumeric keyboard
- knowledge of business arithmetic
- ability to compile simple reports from data entered
- ability to make comparisons
- identify and correct errors
IMPORTANT INTERPERSONAL SKILLS:

- ability to work within a team

- initiative

- resourcefulness

- tact

- high accuracy

- reliability

- able to work accoriding the company high quality standards
WE ARE OFFERING:

- Place in the company that apprieciates your engagement and skills.
- Great working conditions in our office enviroment.

Mojposao.ba / www.Mojposao.ba je centralno mjesto trziSta rada u BiH i glavni regrutacijski kanal za ve¢inu najznacajnijih bh. firmi.
Prema istrazivanju gemius Audience Mojposao.ba je medu 10 najposjecenijih web stranica u Bosni i Hercegovini.
Mojposao.ba je ravnopravni partner Alma Media Group i Network grupacije (www.the-network.com) - najvece i najpoznatije
svjetske grupacije internetskih stranica i portala za zaposljavanje.



- Opportunity to grow into higher positions and make carreer steps.

- Opportunity to work within the international enterprise.

- Good primary and secundary conditions.

- Probation period and contracting accoriding to the European standards
Contact information:

DDC Central Europe
Bosmal City Center

Milana Preloga 12B/IlI
71000 Sarajevo, BiH
Office: +387(0)33 730 285
Mobile: +387(0)61 546 899

Lokacija: Sarajevo
Datum objave:  14.Nov 2014.

Datum isteka: 14. Dec 2014.

Mojposao.ba / www.Mojposao.ba je centralno mjesto trziSta rada u BiH i glavni regrutacijski kanal za ve¢inu najznacajnijih bh. firmi.
Prema istrazivanju gemius Audience Mojposao.ba je medu 10 najposjecenijih web stranica u Bosni i Hercegovini.
Mojposao.ba je ravnopravni partner Alma Media Group i Network grupacije (www.the-network.com) - najvece i najpoznatije
svjetske grupacije internetskih stranica i portala za zaposljavanje.



