ADETIM – Economical  Development  Agency  TIMIS

Management and Administration Department  of the Technological and Industrial Park,TM

                                JOB DESCRIPTION                     Position No:

Position: 


Assistant Manager
Location: 


Administration of PITT
Level:   
Immediate Supervisor: 
Operations Manager of PITT (from ADETIM)
Sub-ordinates: 


______________________________________________________________

Functional Statement 

the assistant manager does assure the entrance communication to PITT, referring to
· the physical entrance committee 

· the received of phone calls 

· the received of postal messages (post-box)

· the received of facsimile and electronic messages.

the assistant manager is responsible that the PITT-reception is always pleasant, motivating and animating visitors and their representatives to arrive. The involved personnel should be kind, smart and good looking, as business assistants. The atmosphere should be warm, competent and welcoming.
the assistant manager is open and competent receiving the genuine message of the visitor, this means to be objective when

· registering the arrived message (in a stamped original and chronological list that is files, then)

· reporting the content (in case of phone calls or summaries of interviews at the front desk)

· messaging forward to managers in charge (ex. emergent claims) and

· solving problems at the spot.

the assistant manager is also able to connect, immediately, with the service unit that does assist in the matter of interest. The assistant manager monitors and reports the entire process till it is finished in the sense of solution.

Key Accountabilities:

· regular interaction with all staff of PITT 

· organisation and supervision of the front desk
· constant check of inboxes and outboxes (post, facsimile, e-mail, phone)

· programming and management of reporting systems (form, rhythm, register, conclusion stamp)
Selection Criteria:


Qualifications:

	Criterion
	Parameter
	Score weighting
	Score 
	Product

	Knowledge of business or services eg. hotel services
	Technical or university degree
	0.4
	
	

	Presentation
	Fresh, modern outfit with positive approach
	compulsory
	
	

	Language skills
	English, German and Spanish, Italian or French
	0.4
	
	

	Knowledge of Timis county infrastructure and economy; knowledge of Romania
	Original from Timis county and experienced in infrastructure, services and industry (test)
	0.2
	
	

	computer application skills
	MS-literacy (word, excel, access)
	compulsory
	
	


Experience:

	Criterion
	Parameter
	Score weighting
	Score 
	Product

	Human Relations in Service
	3 years experience with excellent personal references in service counter
	0.5
	
	

	Regional business development or investment promotion
	Any involvement 
	0.2
	
	

	Relations with foreign companies or citizens of different cultures
	Any 
	0.3
	
	


Personal Characteristics:

· Excellent personal presentation
· Talent in listening and checking simultaneously
· Personal reliability and attention to detail

· Good language and literate communication skills

Approved:






Date:


Sergiu Balasa

Executive Manager ADETIM
Advised:

Nicoleta Tisu

Executive Manager PITT
