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Please contact:

office103@aujob.sk (Ms. Jackaninova Lenka) ref: Instituto Português

Business Coordinator with English&Portuguese 
Company  
Swiss company, one of the leading global reinsurers. We offer a wide range of traditional reinsurance products and related services, which are complemented by insurance-based corporate finance solutions and supplementary services. Our core business segments are: risk transfer, risk finance and asset management.

Position summary 

· assistance to the client manager – mainly  in reinsurance agreements 
· administrative support regarding tools, records management and processes
· coordination with client markets related functions
Starting date: December/January 2010
Main activities 

	You will be responsible for administration&organisation the treaty business, managed by one of the European Branche in Portugal
Job role includes: 
● administrative support and ad hoc help hand for the finance unit
● supporting the renewal of the client portfolio / portfolio involves financial services such as accounting, financial consulting, insurance agreements.../ 
● direct assistance and reporting to the client management
● writes treaty offers and amendments for client managers
● prepares visits to clients (statistics, open issues, overviews, open balances)
● assist in planning of client events
● manages/ensures the document flow within the company including scanning, physical filing and archiving
● responsibility for data quality in internal systems


Benefits 
	· stable successful company

· agreeable working place - team work /cca 15 people/

· one month training abroad concerned insurance/reinsurance processes 

· variable administrative, analyses and reports – challenging tasks 

· motivated salary and  attractive system of benefits / team build, high value food vouchers, holiday+ …/

·  daily touch with English and Portuguese


Suitable candidate

· Interest in international work place and reinsurance bussines is the core advantage for us
· Ability to communicate in English and Portuguese 
· Proactive, independent, ready to learn new things 
· Friendship  with administrative work and previous experience in insurance/reinsurance business is welcome
· Economic background / e.g – Business academy or Economic orientation on University will be appreciated 
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