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Uniwersytet Warszawski 

 Centrum Nowych Technologii 
 

Centre of New Technologies University of Warsaw (CeNT UW) is an interdisciplinary research 

institute dedicated to the understanding of basic processes at the levels of atoms, molecules, cells 

and organisms. 

 

Administrative Assistant 
Workplace: Warszawa 

Region Name: mazowieckie 

 

Main duties & Key responsibilities: 

To provide basic information in-person and via email. 

To answer and forward incoming phone calls. 

To receive, sort and distribute daily mail/deliveries. 

To receive and describe incoming invoices. 

To order front office supplies and keep inventory of stock. 

To keep and update various databases. 

To manage flow of various documents. 

To update CeNT's website. 

To provide assistance during the meetings and lectures. 

To reserve lecture rooms on a room booking system. 

To perform other clerical secretary duties such as filing, photocopying, transcribing and faxing. 

To provide administrative operational support to the employees. 

To provide support in the calculation of the business trips costs. 

To create relevant reports upon request. 

To organise meetings, business trips, visits of foreign guests. 

To collect offers from suppliers. 

To schedule orders of reagents and supplies for laboratory. 

To contact vendors providing periodically maintenance services or repairs of laboratory equipment. 

To prepare documentation necessary to obtain various licenses or permissions. 

To prepare documentation related to implemented projects. 

To assist proper functioning of the laboratory and kept in an orderly manner. 

 

The above list is not exhaustive and you would be required to undertake such duties as may 

reasonably be requested within the scope of the post 

 



 

Required skills: 

People’s oriented approach and ability to communicate with employees at all levels of the 

organization 

English and Polish fluency 

Can-do, proactive and problem solving attitude 

Excellent organizational and time management skills 

Good knowledge of MS Office (Excel, Word) 

 

We offer: 

Employment contract 

Work in an international environment 

 

To apply, please send your CV and a cover letter (optional) in English, detailing your relevant 
experience and motivation to join us, by e-mail recruitment@cent.uw.edu.pl 
 

 

To allow us to process your data, please include the following statement in your application:  

“I hereby consent to have my personal data processed by the University of Warsaw with its 

registered office at ul. Krakowskie Przedmieście 26/28, 00-927 Warszawa for the purpose of carrying 

out a recruitment process and selecting an employee and concluding a contract for employment at 

the University of Warsaw. I have been informed of my rights and duties. I understand that provision 

of my personal data is voluntary.” 

 

Thanking all applicants for their interest, we will contact only selected candidates. 

 
In accordance with Article 13 of REGULATION (EU) 2016/679 OF THE EUROPEAN PARLIAMENT AND OF THE COUNCIL of 27 

April 2016 on the protection of natural persons with regard to the processing of personal data and on the free movement of 

such data – general regulation on data protection (Official Journal of the EU L 119/1 of 4 May 2016) the University of 

Warsaw informs that: 

1.       The Controller of your personal data is the University of Warsaw with its registered office at Krakowskie Przedmieście 

26/28, 00-927 Warszawa; 

2.       The Controller has designated the Data Protection Officer who supervises the processing of personal data, and who 

can be contacted via the following e-mail address: iod@adm.uw.edu.pl; 

3.       Your personal data will be processed for the purpose of carrying out a recruitment process and selecting an employee 

and concluding a contract for employment at the University of Warsaw; 

4.       The provided data will be processed pursuant to Article 221 § 1 of the Act of 26 June 1974 Labour Code (uniformed 

text: Dz.U. of 2018, item 917) and your consent for processing of personal data; 

5.       Provision of data in the scope stipulated in the Labour Code is mandatory, and the remaining data are processed 

according to your consent for processing of personal data; 

6.       The data will not be shared with any external entities; 

7.       The data will be stored until you withdraw your consent for processing of personal data; 

8.       You have the right to access your personal data, to rectify, erase them, restrict their processing, object to processing, 

and to withdraw the consent at any time; 

9.       You have the right to lodge a complaint to the President of the Office for the Protection of Personal Data." 

 

I agree to use my image in the form of a photograph taken by the University of Warsaw in connection with the performance 
of employee duties under an employment contract in order to: attach the image to the employee files that are processed 
both as paper documents and in an electronic format, issue an identity card, for the period of time resulting from the 
provisions of the Labour Code.  
 


