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	Teaching Centre (Corporate Courses) Assistant



	Job Title
	Assistant to the Operations Manager 

	Location of post
	Kyiv
	
	

	Duties and responsibilities may include:

1. Providing a regular support of preparing commercial proposals for corporate clients (individuals, legal entities, sponsored students)
2. Assisting the Operations Manager with registration of students (creating student accounts, preparing agreements), answering incoming inquiries (calls, emails), participating in meetings with clients (presentations, negotiations)
3. Working in close cooperation with the Operations Manager in managing of NATO project
4. Making suggestions to the Operations Manager regarding the most suitable proposals for the corporate clients taking into consideration teacher’s schedule, work load and client’s preferences
5. Assisting the Teaching Centre with other administrative tasks connected with corporate courses operations (financial and legal documentation; ordering books; teachers’ pay claims)
Candidate Essential Requirements:
· Accuracy/attention to detail

· Computing skills (MS Office, Excel - desirable)

· Ability to work independently and as a team member

· Desire to work & develop

· Fluent English (spoken & written B2+), Russian, Ukrainian 
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