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Office Manager’

/| EMNOPIKH AIAXEIPIZH

Mia ouyxpovn oAokAnpwuévn Auan unxavoypdenaong, ou armeubuveral OTIC UIKPES KAl QVATTTUGOOUEVES
EMIXEIPNOEIS, KAAUTTTOVTAS TARPWCS TISC 6paaTNPIOTNTES TOUS, ECA aTTO £va OUYXPOVO TTEPIBAAAoV, QIAIKO

Kai euxpnaoro.

Eéapxnic oxediaouévo £101 WOTE, apevos va utroaTnpidel TIC KaBNUEPIVES AEITOUPYIES TNS ETTIXEIPNONG, KATd
TPOTTO VOUILO KAl AEITOUPYIKO Kl QQETELOU va TTapoucialel Tnv TTARPN EIKOva TNS TTOPEIag tng, [IE aTOX0
Tnv aélorroinan tng mAnpogopiag atn Anwn amoedoswy.

o [IEPINAMBANEI .

o [lapayyeAioAnyia

e lNMwAnosig-TiyoAdynon

e Aiaxecipion NwAnoswyv Evrarikng
e Ayopéc

o Aiaxeipion MNeAarwv
e KooroAdoynon Ayopwv

o Alayeipiol
e Eiompddeig XElpIon

o TMAnpwuég, Aioypaga.
e Kardoraon Tausiou

lMpoun6sutrwv
o [lapakoAouénon
Noimrwv Aoyapiacuwv
e Aiaxeipion Eidwv
Amo6nkng
o Aiaxceipion Set Eidwv
o FEioaywyég-Eéaywyéc

2uyxpovo mepifBdAAov AsiToupyiag

Avetrtuypévn o epIBdAAov windows, pe menu TTOU TTPOCOMOIACEl OTO YVWOTO outlook, eEacpalifovTag £To1

@INKOTNTA KOI EUKOAIG Xpriong.
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EaipsTiKd eUxpNnoTn KAl ypriyopn s@apuoyn

Ta menu gival dounuéva Pe TPOTTO TETOIO TTOU O XPrOTNG odnyeiTal atrd TNV idla TNV €Qapuoyn yia TN PoK
TWV gpyaciwy Tou. O1 006veG gival AITEG Kal TTEPIEKTIKEG, Ta DIGPOpPa TTANKTPA AEIToupyiag opi{OPEva aTTd
TO XPNoTn, ME BAoN TIG AvAYKEG TOU Kal TIG ouvhBeieg Tou. O1 TaxUTNTEG EKTEAEONG TWV AUTOUATWY

AeiIToupylwv gival eEaIPETIKA yPrYOPES.

prRyopn gkkivnon Asitoupyiac

H eykatdoTaon eival atrAl Kai ypriyopn, Xwpeig va atrairolivTal Kavevog €idoug TEXVIKES yvwoelg. H
TTAPAPETPOTTOINGN TTPOCPEPETAI £TOIUN, WOTE N AEITOUPYIa TNG EQAPUOYAS va gival dueon. ETmALov gival

0100£a1un OTO XPAOTN YIa KAAUWN £EEIBIKEUPEVWV QVAYKWV.

Eikéva emixeipnong
lNpoopéper aTov emixelpnuaTia ava mdoa atiyun TNV mANPN OIKOVOUIKE EIKOVA TNS ETTIXEIODNONS TOU LIE UId

Harid, TTPOKEIUEVOU va ExEl AUECN TTANPOYOPNON Kal va arroeaailel éykaipa.

Aiayeipion moAAwyv sraipiwv & xprioswv
H gpapuoyn diaxeipiletal TOAAEC eTaIpieC Kal yia KGOe Taipia TTOAAQTTAEC xPATEIS, ue duvardTNTEG

TapakoAoUbnang moAAwyv mepIddwv ava xpnon Kai mpoéaBaacns oTIC TTPONYOUUEVES XPNOEIS.

2uvepyaoia us AAAEC QapUoyEC

H egpapuoyn diaxeipilerail 11¢ AioTeg eyypa@wy (Y. Kat@Aoyog 16wV, TEAQTWY, TTAPACTATIKWY KATT.)
mpoa@épovrag duvarorntes e€aywyrs toug ae : Apxeia Keiuévou, MS Excel (XLS), HTML, XML, emriAoyn¢
TWV EUQPAVICOLEVWVY TTANPOPOPIWV, OPICUOU QIATOWY EUPAVIONS WS TTPOS TOV TPOTTO KAl TO TTEPIEXOUEVO
Kai Taéivéunong.
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