ECEC

EKMAIAEYTIKO KAl
E=ETA>TIKO KENTPO

@ FREDERICK UNIVERSITY

To Ekmaudeutiko kat E§etaotikd Kévtpo touv Navermotnuiov Frederick otnv Asukwoia {ntd va pooAdfel SuvapLko
ATOMO UE Ta amapaitnta mpooovta Kat SEELOTNTEC Lo YPOUULATELOKT) KAl SLOLKNTIKY UTtooTrpLén TG Asttoupylog Kot
avantuéng tou kévtpou. To EKEK FREDERICK 15pUBnke To 2014 pe oKomo va eVOUVOUWOEL TIEPALTEPW TN OXECN TOU
Mavernotnuiou Frederick PE TOV EMXEPNUATIKO LOTO TNG XWPAG, HECW TOU OXeSLOOOU, TNC avArTuéng Kot TG
TiPoodOoPAC TPOYPAUUATWY KATAPTIONG Kot Sta Blou padnong. Ta IpoypApUTO UTA OTOXEUOUV OTNV KAALEPYELQ
YVWOEWV Kol SEELOTATWY TWV KATAPTI{OUEVWY Kal KAAUTITOUV VEEG AVAYKEC, TTOU TIPOKUTITOUV Ot TNV OVATTUEN VEWV
TeEXVOAOYLWY, TNV aAAayr] VOLOBECLWY Kal ta vEa SESOUEVA TNG OLKOVOULAC KoL TNG AYOPAc.

Nepypadn Ofong Epyaciag

e JUVTOVIOMOG UTIOBOANG TIPOYPOMUATWY KOTAPTLONG VLo £YKpLon, UAomoinon kot xopynon ard thv Apxn
Avarmntuéng AvBpwrivou AtkavikoU — AvAA

e [lapakoAolBOnon totooehidag tng AVAA yLot GNUOVTLIKEG OIVOKOLWVWOELG KOLL VEOL TIPOYPALLLOTA

MapakoAolOnon kat epappoyr] Twv dtadikactwv/oxediwv tng ANAA

MpoBoAn kat MpowBbnaon Twv MPOYPAUUATWY KATAPTLONG

Erukowvwvia pe AvAA, kaBnyntég Mavemotnuiou, GANOUG EKMALSEVTEC, CUVEPYATEG KOL TIEAATEG

MNapakoAolOnon €k600NC TYOAOYLWV KOl ATTOTIANPWHLNG TOUC

AvaBaduon kot Stoxeipion Baong Sedopévwy cuvepyaTWV

MapakoAolBnon totooeAidag Tng AVAA yLa GNUAVTLKEG AVAKOLVWOELG KOL VEQ TIPOYPALLUOTA

JUMETO)XH OE OXETIKEG EKONAWOELC YL TipowBNoN Twv dpacTtnELOTTWVY Tou Kévtpou

Awaxeiplon kot apyelob£tnon syypddwyv

Nound ouvadn SLokNTIKA KaBrkovta mou pnopet va mpokUouv

Antattovpeveg Ikavotnteg & NMpooovra

1. Kartoxog Ntuyiou Mavemiotnuiou
2. NoAU KOAEC OPYOVWTIKEG LKOWVOTNTEG
3. ApLOoTEG LKAVOTNTECG PO OPLKNG ETUKOVWVIAG, ELBIKA PECW TNAEDWVOU, KOBWE KaL YPOTTTHG EMIKOWWVING
4. oAU koA xprion EAAnvikAg & kaAn xprion AyyAkic yYAwooog
5. lkavotnta epyaciog o opadikod meplBaiiov
6. MoAU kaAn yvwon mMAnpodopkwyV poypappdtwy ypadeiou (MS Office)
AwtRoelg

O evlladepopevol kaholuvtal vo oTeilouv To BloypadLko TouG UE CUVTOUO KAAUTITIKO CNUEIWHO HEXPL TLG
06/11/2023 nAextpovikd otnv tevBuvon adm.ee@frederick.ac.cy .2to B€pa tou PnvUUATOG Vo UTTAPXEL N EVEELEN
“Altnon ylwa O€on oto EKEK FREDERICK”.



http://www.frederick.ac.cy/EKEK/
http://www.frederick.ac.cy/
mailto:adm.ee@frederick.ac.cy
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The Educational and Certification Center (EKEK) of Frederick University in Nicosia is hiring a dynamic
person with the necessary skills and qualifications for the secretarial and administrative support of the
operation and development of the Center. EKEK FREDERICK was established in 2014 with the aim of further
strengthening Frederick University's relationship with the country's business fabric through the design,
development and offering of training and lifelong learning programs. These programs aim to cultivate the
knowledge and skills of trainees and meet new market needs arising from the development of new
technologies, changes of laws & regulations and new economic and market conditions.

Job Description

Coordination of the development and submission of training programmes for approval, implementation and
funding by the Cyprus Human Resources Development Authority - HRDA (ANAA).

Monitoring an HRDA website for important announcements and new programmes

Monitoring and implementation of ANAD procedures/guides concerning the educational Center
Marketing and promotion of training programs

Effective Communication with HRDA, University academics, other instructors, partners and clients
Tracking of invoice issuance and payments by customers

Upgrading and managing a partners’ database

Participation in relevant events to promote the Center's activities

Management and archiving of documents

Other related administrative tasks that may arise

Required Skills & Qualifications
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University Degree

Very good organizational skills

Excellent oral communication skills, especially through the phone, as well as written communication skills
Very good use of Greek & good use of English language

Ability to work in a team environment

Very good knowledge of office software programs (MS Office)

Applications

Interested candidates are invited to send their CV with a short cover note (email) by 06/11/2023 to
adm.ee@frederick.ac.cy .In the subject of the message, candidates should note "Application for the position

at EKEK FREDERICK ".
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