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Pénzügyi-számviteli ügyintéző
.HaKmSRVKmZ�tZ�TLULKaZTLU[�mNHaH[���t]LZ�RtWatZL��HTLS`�tYL[[ZtNP]LS�tZ�
[LJOUPR\Z�ZaPU[Ⱦ�ZaHRRtWaL[[ZtN�TLNZaLYatZt]LS�amY\S��
(�WtUa�N`P�ZamT]P[LSP��N`PU[taȮ�H�NHaKmSRVK}�ZaLY]LaL[LR�NHaKHZmNP�
[L]tRLU`ZtNt]LS��ZZaLM�NNȮ� YtZaMLSHKH[HP[��UmSS}HU�]tNaP!� R�U`]LStZP� MLSHKH[VRH[�
Sm[�LS��ZamTx[}NtWLZ�WYVNYHTVRH[�OHZaUmS��U`PS]mU[HY[mZVR�]LaL[tZtILU�]LZa�YtZa[��
R�aYLTȾR�KPR�LN`LZ�WtUa�N`P�TȾ]LSL[LR�LSȮRtZax[tZtILU�tZ�SLIVU`VSx[mZmIHU�
KOMPETENCIAELVÁRÁS
7YLJPaP[mZ�� WVU[VZZmN�� YLUKZaLYZaLTStSL[�� Y\NHSTHZZmN�� ZaHImS`R�]L[tZP�
OHQSHUK}ZmN��Q}�RVTT\UPRmJP}Z�RtZaZtN��WYVIStTHTLNVSK}�RtZaZtN��
JZHWH[T\URH��ZaLY]LaȮRtZaZtN��MLSLSȮZZtN[\KH[��MVS`HTH[VZ��UMLQSLZa[tZP�PNtU �̀
(�:A(22i7A,;;:i..,3�9,5+,32,Aǲ
 � tY[P�tZ�m[Sm[QH�H�NHaKmSRVK}�ZaLY]LaL[�TȾR�KtZt["
 � RtWLZ�H�ZamTx[}NtWLZ��N`]P[LSP�WYVNYHTVR�OHZaUmSH[mYH"
 � PZTLYP�tZ�OHZaUmSQH�H�RVTT\UPRmJP}Z�JZH[VYUmRH["
 � RtWLZZt�]mSPR�H�]mSSHSRVamZVR�HSHWx[mZm]HS��TȾR�K[L[tZt]LS�RHWJZVSH[VZ�
HKTPUPZa[YH[x]�MLSHKH[VR�LSSm[mZmYH"
 � LS]tNaP�H�IHURZamTSmRRHS�RHWJZVSH[VZ�[LLUKȮRL[��H�OmaPWtUa[mYYHS�RHWJZVSH[VZ�
MLSHKH[VRH["
 � LSSm[QH�H�]mSSHSRVamZ�HK}R�[LSLaL[[ZtNLP�[LSQLZx[tZtOLa�RHWJZVS}K}�
LSLR[YVUPR\Z��N`PU[tatZP�MLSHKH[VRH["
 � R�aYLTȾR�KPR�H�]mT���Q�]LKtRP�HK}�tZ�[LYTtRKxQ�TLNMPaL[tZZLS�RHWJZVSH[VZ�
HKTPUPZa[YmJP}Z�MLSHKH[VR�LSSm[mZmIHU"
 � YtZa[�]LZa�H�ILMLR[L[tZP�K�U[tZLROLa�Za�RZtNLZ�PUMVYTmJP}N`ȾQ[tZtILU"
 � R�aYLTȾR�KPR�H�WYVQLR[LR�WtUa�N`P�[LY]LatZtILU"
 � LSSm[QH�H�WtUa��tZ�OP[LSTȾ]LSL[LRRLS�RHWJZVSH[VZ��N`PU[tatZP�MLSHKH[VRH["
 � ZamTx[}NtWLZ�WYVNYHTJZVTHN�OHZaUmSH[m]HS�R�U`]LStZP�MLSHKH[VRH[�Sm[�LS"
 � T\URHR�YtOLa�RHWJZVS}K}�OHN`VTmU`VZ�tZ�KPNP[mSPZ�KVR\TLU[\TVRH[�RtZax[�tZ�
YLUKZaLYLa�

(QmUSV[[� TPUKLU� MPH[HS� ZamTmYH�� HRP� WYLJxa� tZ� WVU[VZ� H� MLSHKH[HP� LSSm[mZmIHU��
YLUKZaLYILU�NVUKVSRVKPR��tYKLRSPR�H�NHaKHZmNP� MVS`HTH[VR��ZaLYL[P�H�N`HRVYSH[PHZ�
MLSHKH[VRH[�� (� ZaHRRtWaL[[ZtNL[� ]tNaL[[LR� H� NHaKHZmNP� [LY�SL[� ZatSLZ� R�YtILU�
[\KUHR�LSOLS`LaRLKUP��]HN`�[V]mII[HU\SOH[UHR�H�NHaKHZmNP�MLSZȮVR[H[mZIHU��]HN`�
THNHZHII�ZaPU[Ⱦ�ZaHRRtWaL[[ZtNL[�PZ�ZaLYLaOL[ULR��TPU[�WS��TtYSLNRtWLZ�R�U`]LSȮ��
]mTZaHRLTILY��HK}[HUmJZHK}��IHURP�ZaHRLTILY�
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Vállalkozási-ügyviteli ügyintéző
.HaKmSRVKmZ�tZ�TLULKaZTLU[�mNHaH[���t]LZ�RtWatZL��HTLS`�tYL[[ZtNP]LS� tZ�
[LJOUPR\Z�ZaPU[Ⱦ�ZaHRRtWaL[[ZtN�TLNZaLYatZt]LS�amY\S�
(� ZaHRRtWaL[[ZtNNLS� YLUKLSRLaȮ� HSRHSTHZ� H� ]mSSHSRVamZ� �N`]P[LSP� MLSHKH[HPUHR�
]tNYLOHQ[mZmYH��R�aYLTȾR�KPR�H�ZamT]P[LSP�tZ�WtUa�N`P� MLSHKH[VR�LSSm[mZmIHU��
LN`LZ�YtZaMLSHKH[VRH[��UmSS}HU�Sm[�LS��2HWJZVSH[V[�[HY[�H�T\URH[mYZHRRHS��
�N`MLSLRRLS��PSSL[]L�YLUKLa]tU`LRL[��TLNILZatStZLRL[�ZaLY]La�
KOMPETENCIAELVÁRÁS
(NPSPZ��Q}�RVTT\UPRmJP}Z�RtWLZZtN��WYVIStTHTLNVSK}��tZ�ZaLY]LaȮRtWLZZtN��
JZHWH[T\URH�� MLSLSȮZZtN[\KH[�� U`P[V[[ZmN� Ha� PUMVYTH[PRHP� LZaR�a�R�
OHZaUmSH[mYH�
(�:A(22i7A,;;:i..,3�9,5+,32,Aǲ
 � RtWLZ�LSSm[UP�H�]mSSHSRVamZVR�TȾR�K[L[tZtOLa�Za�RZtNLZ�NHaKHZmNP�
MVS`HTH[VR�[LYtU�H�YmIxaV[[�HKTPUPZa[YH[x]�MLSHKH[VRH["
 � PYVKHP��PSSL[]L�]LaL[ȮP�HZZaPZa[LUZP�MLSHKH[VRH[�Sm[�LS"
 � RHWJZVSH[[HY[mZOVa�Za�RZtNLZ�PYH[VRH[��SL]LSLRL[��LN`tI�KVR\TLU[\TVRH[�
RtZax[��ZaLYRLZa[��RLaLS"
 � ]LaL[P�H�]mSSHSRVamZVR�U`PS]mU[HY[mZHP["
 � R�aYLTȾR�KPR�H�R�S�UMtSL�ZaHImS`aH[VR�LSRtZax[tZtILU"
 � YtZa[�]LZa�LN`LZ�MPUHUZaxYVamZP�MLSHKH[VR�HKTPUPZa[YH[x]�YtZaMLSHKH[HPIHU"
 � MLS[tYRtWLaP�tZ�U`VTVU�R�]L[P�Ha�HR[\mSPZ�[mTVNH[mZP�SLOL[ȮZtNLRL["
 � R�aYLTȾR�KPR�H�]mSSHSRVamZ��aSL[P�[LY]tULR�LSRtZax[tZtILU"
 � LSȮRtZax[P�H�T\URHLYȮ�NHaKmSRVKmZZHS�RHWJZVSH[VZ�U`PS]mU[HY[mZVR�PYH[HP[��
HaVRH[�RLaLSP�tZ�YLUKZaLYLaP"
 � RHWJZVSH[V[�[HY[�T\URH[mYZHRRHS���N`MLSLRRLS��WHY[ULYLRRLS��R�SZȮ�
ZaLY]LaL[LRRLS"
 � ZaLY]LaL[LU�ILS�SP�tZ�Rx]�SP�YLUKLa]tU`LRL[��WYVNYHTVRH[�ZaLY]La�

(QmUSV[[�TPUKLU� MPH[HS� ZamTmYH��HRP[� tYKLRLS� H� ]mSSHSRVamZVR�TȾR�KtZL��ILSZȮ�
MVS`HTH[H�� HaVROVa� R�[ȮKȮLU� Zax]LZLU� Sm[� LS� �N`]P[LSP� MLSHKH[VRH[� (�
ZaHRRtWaL[[ZtNNLS� YLUKLSRLaȮ� LSOLS`LaRLKOL[� H� NHaKHZmNP� ZaMtYmIHU�
�N`PU[taȮRtU[�� KL� HRmY� [V]mII[HU\SOH[� H� NHaKHZmNP� MLSZȮVR[H[mZIHU�� ]HN`�
THNHZHII� ZaPU[Ⱦ� RtWLZx[tZ[� ZaLYLaOL[�� TPU[� WS�� TtYSLNRtWLZ� R�U`]LSȮ��
HK}[HUmJZHK}��IHURP�ZaHRLTILY��]mTZaHRLTILY�
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