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ERASMUS+ TRAINEESHIP FOR STUDENTS
	EMPLOYER  INFORMATION

	Name of organisation

	The Catholic University in Ružomberok

	Address inc post code
	Hrabovská cesta 1A, 034 01 Ružomberok, Slovakia

	Erasmus code
	SK RUZOMBE01

	Website
	www.ku.sk/en

	Number of students
	6 900

	Short description of the company
	The Catholic University in Ružomberok is a public university with religious character. It is the place of education, formation and research. The University has four faculties and offers a broad spectrum of study programmes in the field of humanities, languages, historical, pedagogical, social and health sciences, as well as in the field of arts, economics and management. The University integrates foreign students into its academic, social and cultural life and gives them the benefit of domestic academic.


	CONTACT DETAILS


	Contact person for this placement
	Michaela Moldová Chovancová

	Department and designation/job title
	Foreign relations office/Erasmus+ Institutional Coordinator

	E-mail address
	michaela.moldova.chovancova@ku.sk

	Telephone number
	+421 444 304 693


	PLACEMENT INFORMATION 

	Department / Function
	Foreign relations office / Administrative Assistant.

	Description of activities
	The administrative assistant will help with the enrolment of international students and daily administrative work including: photocopying documentation, brief translations, managing communication via Facebook. The assistant will also be required to help coordinate social activities for international students, such as trips to museums, SK cities. There will also be opportunities to accompany students on these trips.   

	Location 
	Catholic University in Ružomberok 
Hrabovská cesta 1A, 034 01 Ružomberok, Slovakia.

	Duration 
	Anytime (2,6, 12 months) - from October 2015.

	Working hours per week
	25 (this is an average – there will be quieter and busier times).
Monday to Friday: between 9am and 4pm, although a flexible approach
is required, especially during social and cultural activities for foreign students/staff.

	Accommodation
	 We can assist with finding accommodation.


	Meal
	We can arrange University canteen for student´s prices.




	REQUIREMENTS 

	Languages and level            of competence required
	A2-B2 English, German. 
Knowledge of Italian and Spanish is welcomed.

	Computer skills 
	PowerPoint, Word, Excel, Facebook, Internet.

	Drivers license
	Not required.

	Other
	Flexibility, as well as enthusiasm and empathy for the difficulties encountered by international students in a new environment and culture. This position will suit a dynamic individual who is keen to learn about administrative processes at university. It will also benefit someone who is interested in learning about new cultures and languages. As the university is located in the hills, the position will particularly suit those interested in cycling, hiking, skiing and other outdoor activities.  

	Documents to be submitted
	Learning Agreement for traineeships

Photocopy of passport or ID card 
Photocopy of European Health Insurance Card. 


