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Responsibilities
· complex and extensive diary management;
· organisation of travel, currency and visa requirements;
· produce and maintain a schedule of meetings/conference calls;
· managing all forms of incoming mail, telephone calls (replying, taking actions, filing, forwarding);
· preparation of correspondence, presentations, reports;
· administration of time and expense reports.
Requirements

· ongoing university/college studies;
· active student status confirmation form;
· full time but flexible working schedule.
Personal skills or attributes

· excellent written and verbal communication skill in English and in Hungarian (German language knowledge is an advantage);
· strong IT users skills (Word, Excel, PowerPoint);
· strong time management and organisation skills;
· good communication and interpersonal skills.

Jelentkezz ITT!


További információért látogass meg minket a Facebook-on is:

PwC Hungary Careers
PwC’s Academy Hungary
The opportunity of a lifetime





PwC firms help organisations and individuals create the value they’re looking for. We’re a network of firms in 158 countries with close to 180,000 people who are committed to delivering quality in assurance, tax and advisory services.  





We are inviting applications for the position of 


Admin intern











