
 

 
 

ApexSQL is a software development company that creates high-quality, commercial tools for database developers and administrators using Microsoft 
technologies. Since 2005, we’ve been growing our company into an industry recognized leader with over 10,000 customers worldwide.  

At ApexSQL, everyone works a flexible schedule, from a location of their choice. We have no bosses. We share all success and failures. 

If you enjoy personal freedom and flexibility and can manage it effectively to produce awesome results, we’d love to hear from you.  

Find out more about everyday work at ApexSQL: Learn more 

We are looking for: 

Administrative assistant 
All positions are in Serbia, full time and remote (aka telecommute) but with onsite access of any of our two physical downtown offices in Nis. 

Functional knowledge of Serbian language is required. 

Job description 

We are looking for a highly organized, friendly and outgoing person, with or without previous experience, who will assist with day to day compan y 
operations providing clerical and administrative support with a primary focus on people.  

 

You are 

·         Friendly, positive and uplifting person  

·         Highly organized in everything you do  

·         Productive and efficient  

·         Goal, results oriented 

 

Requirements 

·         Excellent communication and personal engagement skills  

·         Good written English  

·         Proficiency in Office products (Word, Excel)  

·         High level of energy, enthusiasm, initiative, commitment 

 

Considered a plus 

·         Previous experience in administration or Human resources   
 

Compensation and benefits 
 

• Competitive compensation package and benefits based on experience and skill level  

• 5 weeks of paid vacation after trial period; 6 weeks at 2 years; 7 weeks at 3 years; 8 weeks at 5 years; 9 weeks at 10 years  

• All National Holidays paid including additional floating holidays, 13 days total 

• 5 paid sick/personal days after trial period 

• Vacation and sick/personal day buyback program – got unused vacation or sick days? We’ll buy them back for up to double its value  

• Referral bonuses 

• Work from home or at local offices 

• Regular promotion opportunities 

• Regular monthly payments 

• Paid contractor income tax, pension and health insurances after level certification 
 

Application questions 

Please include answers to the following questions in your cover letter: 
 

• If applicable, what are your reasons for leaving your current job? 

• Are you able to work 8 hours per day? 

• What is your desired salary (EUR per month)? 

• Do you have any duties that you need to attend to that may affect your work in any way (educational, another job, public,  etc.)? 

• When can you start? 

• How did you find out about this position? If you have been referred by an ApexSQL employee, please specify who  
 
Contact 
 

To apply, send your resume in English to jobs@apexsql.com and use the following format for your e-mail subject: "Application for 

Administrative assistant – full name". 

 

Complete job descriptions are available upon email request. 

  

https://www.apexsql.com/Working_naked_flyer.pdf
https://www.apexsql.com/jobs.aspx

