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	Job name:
	FINANCIAL OFFICE CLERK WITH FOCUS ON THE COMPANY FLEET 

	Location:
	Czech Republic, Prague


	Job description:
	· Company cars registration, handling appropriate paper work

· Ensure legal and accident car insurance 

· Check invoices from insurance companies

· Quarterly restore exemption clause with the transport responsible company

· Ensure labelling company cars with corporate logos

· Provide security documents for the purchase of company cars  and precise technical data from the purchase contracting authority 

· Car list update including all the necessary information from the Log-

· Ensure translation required for technical control and vehicle registration

· Fuelling  control using the Shell portal, new cards

· Responsibility for collecting new cars and handover to employees

· Arrange and renew the national and international forwarding licence

· State technical control and other activities associated with responsible vehicle park operation

	Job requirements:
	· High school education, driver’s licence – B

· Good knowledge of English

· Excellent organizing skills

· Diligence, hardworking, sense of detail

· Good knowledge of MS Office, especially MS Excel

	Comments:
	If interested, please send your CV in English to: katka.pavlickova@mauriceward.com

Maurice Ward & Co., s.r.o. 
Katerina Pavlickova
Kněževes 185, Středokluky

252 68 Praha – západ

Czech Republic 





