Luxoft – the global IT outsourcing company, providing software development services, opens position in Moscow
Personal Assistant to CEO

Responsibilities:

· Provide full scope of administrative and organizational support 

· Plan and organize meetings, business trips & events, telephone communication 

· Maintain the schedule 

· Prepare business documentation
· Process all incoming and outgoing correspondence 

· Maintain contact data-base 

· Prepare and submit Expense reports 

· Other administrative tasks
Requirements
· University degree (Linguistic education is a plus)

· 2+ years of relevant experience as Personal Assistant within large Western or Russian company 

· Fluent English

· Advanced PC skills

· Readiness to work overtime

· Ability to work on multiple tasks

· Well organized, helpful and work oriented person

· Mature personality, good communication skills

The company offers

· Competitive salary + bonuses
· Medical Insurance 

· Office location: m. Oktyabrskoe pole 

