Prazské Quadriennale hleda Guest Service koordinatora/ku

Pro 15. roénik Prazského Quadriennale, které se bude konat 8.-18. ¢ervna 2023 v Praze,
hledame Guest Service koordinatora/ku (Unor - ¢erven 2023).

Klicové schopnosti a pozadavky:

- Vynikajici komunikacni a organizac¢ni schopnosti v ceském a anglickém jazyce

- Znalost zakladnich program( (Office, Google Docs)

- Schopnost rozhodovat se samostatné a stanovovat priority pro potfeby vice soub&znych
uloh

- Dodrzovani terminu

- Ochota byt k dispozici na mailu pfed a b&hem konani festivalu v€. vikendl (dle potfeby)
- Schopnost Fidit tym cca 6-8 lidi na misté v pribéhu PQ

- Zaméfeni na detail

Konkrétni ulohy:

- Komunikace s nasimi hosty z celého svéta (nutna angli¢tina)

- Komplexni zajisténi cest VIP hostiim (nakup letenek, jizdenek na viak apod.)

- Vyplaceni diet

- Koordinace odvozu hostu z letisté do hotelu a do lokaci PQ (HoleSovicka trznice, DAMU)
- Komunikace s hotelem

- Administrativni podpora

Nabizime

- Prace na nejvétsi akci svého druhu

- Prace v Uzkém a pratelském tymu

- Kancelarské zazemi v centru Prahy

- Finan¢ni ohodnoceni projektové dle dohody na zivnostensky list

Prace bude zacinat v unoru nékolika hodinami v tydnu (polovi¢ni Uvazek), podle domluvy a
potfeby se bude Uvazek rozSifovat, min. kvéten-Cerven plny Uvazek.

Zivotopis s kratkym motivaénim dopisem zasilejte na adresu magdalena.samkova@pq.cz do
29.1.2023.
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Prague Quadrennial seeks Guest Service Coordinator

For the 15th edition of Prague Quadrennial, which will take place on 8 to 18 June 2023 in
Prague, we seek Guest Service Coordinator (February to June 2023).

Key abilities and requirements:

- Excellent communication and organizational skills (this job can be managed by an
English speaking person as well)

- Complex procurement of VIP guests’ journeys (purchase of plane tickets, train
tickets, etc.)

- Disbursement of subsistence allowances

- Compliance with deadlines

- Readiness to be available on e-mail before and during the festival (including the
weekends)

- Ability to coordinate a team of 6 to 8 people on the site

- Focus on detail

Specific tasks:

- Communication with the guests from all over the world (in English)

- Coordination of guests’ transport from the airport to the hotel and to the locations of
PQ (The HoleSovice Market, Theatre Faculty of the Academy of Performing Arts)

- Communication with the hotel

- Administration support

We offer:
- Work at the largest event of its kind
- Work in a close-knit and friendly team
- Work in a Prague-based team
- Payment according to the workload (on a trade licence)

The work starts in February with couple of hours per week (part-time), based on a previous
agreement and the requirements of the job, the hours will extend, full time job in May and
June (minimum)

Submit your CV with a short motivation letter to magdalena.samkova@pqg.cz until 29
January 2023.
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