OFFICE MANAGER | JOB DESCRIPTION

Job Title Office Manager About us www.cargopoint.one

Reports to Managing Director Apply at info@cargopoint.one

Job Overview

As an Office Manager, you will be responsible for the general operation of our office. Your work involves
greeting visitors, answering incoming phone calls, managing emails, purchasing office supplies and
supporting our team to ensure maximum productivity. You will also be required to track important
compliance deadlines and prepare management-level reports. You will interact closely with our
customers, partners, government agencies and every team in the Company.

Key Responsibilities

Schedule meetings and appointments

Manage office supplies, maintain equipment, stationery, first aid kit, etc

Handle Company mail, distributing emails or preparing appropriate replies

Manage Company events, including booking venues, preparing gift sets for distribution
Assist HR Manager with onboarding and training new hires

Support Accounting with bookkeeping tasks and compliance deadlines

Support Marketing with preparing of various marketing materials and managing SMM
Work closely with Sales to support back office operations

Coordinate business travel, including flight, hotel reservations, etc

Create presentations and prepare management-level reports

Qualifications

Strong verbal & written communication skills

Excellent time management skills with a proven ability to meet deadlines
Ability to prioritize tasks and to delegate them when appropriate

Ability to function well in a high-paced and at times stressful environment
Proficient with Google Workspace or equivalent software

Strong organizational skills and exceptional attention to detail

Education & Experience

e High school diploma or equivalent
e Previous work experience in administrative / office management role is welcome
e Good working knowledge of Uzbek/English/Russian is mandatory
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BakaHcusa Oduc MeHemkep O Hac www.cargopoint.one

MoaynHeHne | PyKoBOACTBY Apply at info@cargopoint.one

0630p AO/IKHOCTHU

B kayecTBe OPUC MeHepKepa Bbl OTBEYaETe 3a YCrellHoe (hyHKLUMOHMPOBaHMe odurca. B 30Hy Ballei
OTBETCTBEHHOCTW BXOAAT BCTPEYa NOCETUTENEN, OTBET Ha 3BOHKM U MMESbl, 3aKyrnKa OMUCHbIX
NPUHAONEXHOCTEN 1 NOAAEPXKKa BCEM KOMaHAb! A1 MaKCMM3aLUmm NpoayKTUBHOCTU. Bbl Takxke
OTCNEeXMBAETE BaXKHble AaTbl B KOPNOPaTMBHOM KafneHaape, roTOBUTE OTHETbI /19 PYKOBOACTBA U
B3aMMOAENCTBYETE C KIIMEHTAMM, FOC. YUPEXAEHNAMMN 1 pasIMyHbIMK oTAeNaMm KoMnaHuu.

OCHOBHble 06513aHHOCTH

OpraHnsaumns AenoBbIX BCTPeY C KIMEHTaMU 1 napTHepammn KoMnaHum

O6ecneyeHre odurca HeO6XOAMMbIMU PACXOAHBIMIU MaTepuanamm, KaHLToBapamMm 1 T.n.
06paboTKa NoYTbl, pacnpeaeneHme NMennoB, NOAroToOBKa COOTBETCTBYHOLLIMX OTBETOB
OpraHunsaLms KoprnopaTBHbIX MEPOMNPUSATLIA, MOArOTOBKA Pa3faaTo4YHbIX MaTepnanoB
Mopaep>kka HR ¢ oOH60PAVHIOM 1 06YYEeHUEM HOBbIX COTPYOHNKOB

Moaaep>kka byxrantepum ¢ hopMMPOBaHMEM NEPBUYHON JOKYMEHTALIMN N KOMMIaeHCOM
PaboTa ¢ 0TAeN0M MapKeT1Hra no NoAroToBKe NpoMo MaTepunanos v noaaepykke CMM
PaboTa ¢ oTaenom npoaaxk no 06paboTke AOKYMeHTaLMM

KoopanHaumsa AenoBbix NOe3AoK, B TOM Yicie 6POHNMPOBaHNE PEACOB, TOCTUHML U T.M.
CozpaaHve NpeseHTaumin U NoAroToBKa OTYETOB A9 PYKOBOACTBA

TpeboBaHuUs K paboTe

CWnbHble KOMMYHUKATUBHbIE HaBbIKW, KaK YCTHbIE, TaK U MUCbMEHHbIE
OT/IMYHbIE HaBbIKM YNIPaBNEHNS BPEMEHEM, CMTIOCOBHOCTb YNTOXMUTBLCS B CPOKM
CnOCOBHOCTb MPMOPUTU3NPOBATL U AeNernpoBaThb 3agaHus

YMeHKe paboTaTb XOPOLIO B BbICOKOTEMIHOWM 1 BbICOKOCTPECCOBOM Cpeje
3HaHure odmcHbIx nporpamm Google Workspace nnmn skB1MBaneHToB
OpraHmnsaTopcKme COoCOHBHOCTN 1 BHUMaHWE K AeTansaMm

ObpasoBaHue 1 OMbIT PaboThI

ATTecTaT O CpefjHeM 06pa30BaHUM UM IKBUBANIEHTHbIN JOKYMEHT
OnbIT paboTbl B aAMUHUCTPATUBHOM cdhepe NpUBETCTBYETCS
OTNnYHOE 3HaHKWe y36eKCKOro/aHM IMNCKOro/pycCKOro 06s3atesilbHO



