Europass mobility Maja Muster


Skills acquired as part of the mobility initiative

29a) Tasks performed:

Execution of tasks in the areas of office work and marketing 
· setting up of own workspace
· familiarizing with and using computer applications and pc security measures
· getting to know specific workflows and communication channels in the company
· digitalization, copying and filing of documents
· planning of team meetings, preparation of necessary documents and contacting participants
· creation of agendas and minutes for team meetings
· dealing with oral and written customer requests and forwarding these to appropriate colleagues if necessary
· creating promotional templates and mailing lists for campaigns


30a) acquired professional skills and competences

She is able to:
· consider health and occupational safety aspects when setting up the workplace
· use office material ecologically and efficiently
· deal with technical equipment in the office (e.g. ….)
· plan, prepare and put through meetings
· plan appointments and manage appointment conflicts e.g. for the booking of meeting rooms
· deal with customers and manage customer inquiries
· plan, organize, structure and prioritize workflows 

31 a) Acquired language skills (unless already included within the scope of professional skills)

She is able to:
· communicate coherently and simply about subject-specific topics in English and perform work tasks with colleagues
· apply subject-specific terms in English appropriately
· communicate in English in a customer-oriented manner

32 a) IKT-competencies acquired (unless already included within the scope of professional skills)

She is able to:
· use task-specific applications, mailing services and MS-Office programs like Outlook, Excel and Word / e.g. Outlook, Excel, Word

33a) acquired organizational skills and competencies
(unless already included within the scope of professional skills)

She is able to:
· organize meetings independently by considering logistical and communication technology requirements


34a) acquired social skills and competencies
(unless already included within the scope of professional skills)

She is able to:
· integrate into an existing team of a different culture and become actively involved
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