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	Jagiellonian University in Kraków promotes cooperation and cares for a good atmosphere based on mutual trust. It implements the strategy resulting from The Human Resources Strategy for Researchers, creating stable conditions for employment as well as the development of academic career, which resulted in the award of the HR Excellence in Research by the European Commission




INFORMATION ON SELECTION PROCEDURE 
	Date of selection procedure announcement
	Krakow, …..……....……..

	Selection procedure information number given by the Centre for Human Resources 
	………………………………….

	Dean of the faculty of /Director of a non-faculty, inter-faculty or common unit 
	………………………………….

	 Address  
	………………………………….


JAGIELLONIAN UNIVERSITY
announces a selection procedure for the position of an 

ADMINISTRATIVE EMPLOYEE
	
	

	Group of employees
	Administrative staff 

	JU organisational unit (place of work performance)
	………………………..

	Scope
	………………………..

	Number of posts (in the case of more than 1 post)
	………………………..

	Type of employment
	………………………..

	Working time
	………………………..

	Planned duration of employment 
	………………………..

	Expected date of employment commencement 
	………………………..

	 Remuneration
	according to the Rules for Remunerating Jagiellonian University Employees

	Requirements
	· completed university degree: in the field/preferred ………………

· professional experience as an administrative clerk 

· communicative level of English 

· good knowledge of computer software: ………………..

	Additional requirements

and expectations (as required) 
	· high personal culture 

· communication skills 

· ability to think analytically 

· good organisation of own work 

· ability to work in a team 

· responsibility

	Project Title
(in the case of project selection procedures / IDUJ)
	………………………..

	Project description
(in the case of project selection procedures / IDUJ)
	………………………..

	Scope of duties 
(to be completed with the appropriate description of duties resulting from the project / IDUJ)
	· …………………………….

· …………………………….
· …………………………….

· …………………………….

	We offer 
	· stable employment based on an employment contract at the  renowned university,

· possibility of qualifications improvement and professional development,

· benefits in the form of i.a. Multisport card, sports activities, medical packages, group insurance,

· additional social benefits.

	Required application documents
	1. resume,

2. personal questionnaire filled in by the candidate,

Declaration forms and personal questionnaire template can be obtained at:  

https://cso.uj.edu.pl/en_GB/nienauczyciele

	Additional application documents (as required for a given position)
	· …………………………….

· …………………………….

	Form of submission
	by e-mail to the address: ………………………………, title: ……………………… 

by mail to:………………………………..
with the note: ………………………………….

	Deadline for submission of applications 
	………………………

	Expected date of the selection procedure settlement
	………………………

	Method of communicating of the results of the selection procedure
	by e-mail 

	Questions  
	For further information please contact ……………, e-mail address: ……
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