
  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Are you interested in human resources and payroll? We 

offer you a job where you definitely will not get bored! 

 

We are hiring HR Admin Assistant - communicative, active, flexible 

and creative person who is looking for diverse job and personal 

growth. 

 

What will you do: 

 HR support for our clients in our and/or client’s office  

 Support of payroll accountants team 

 Processing employees‘ attendance 

 Personnel files management 

 Preparation of HR documentation 

 Storing and archiving documents in accordance with legal 

requirements and internal company rules 

 Preparation of HR reports and statistics 

 

What we require: 

 Secondary school or university degree  with economic or 

personnel focus 

 Basic overview of the personnel and payroll issues 

 Knowledge of the English language on communicative level, 

other language is an advantage 

 Very good knowledge of MS Office products (especially Excel) 

 Very good communication and organizational skills 

 Ability to work both independently and in a team  

 Setting priorities 

 

What we offer: 

 Work in fast growing international consulting and outsourcing 

company 

 Projects for significant companies 

 Friendly environment in the team with professional attitude and 

expert background in Czech Republic  

 Further training under the direction of company 

 Adequate salary and benefits (food vouchers, four days of paid 

leave in addition, travel insurance, etc.) 

 Opportunity for further professional growth 

 
 
 

 

 

 

 

  

HR Admin Assistant - Brno 

Join our team – Apply now! 

 

If we have caught your interest please feel free to contact us anytime for more information about the position and the 

application process. We will be more that happy to help you further. 

Vera Purketova, Office and HR Manager  
 

Email: vera.purketova@accace.com  Tel: +420 511 188 000, Mobile: +420 725 818 133 
 

 

 
About Accace  

With more than 330 professionals and branches in 7 countries, Accace counts as one of the leading BPO and advisory services 

providers in Central and Eastern Europe. During past years, while having more than 1400 international companies as customers, 

Accace set in motion its strategic expansion outside CEE to become a provider with truly global reach.   

Accace offices are located in Czech Republic, Germany, Hungary, Poland, Romania, Slovakia and Ukraine. Locations in other 

European countries and globally are covered via Accace’s trusted partners network. 

More about us on www.accace.com 
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