
BALAJCZA 
 

BALAJCZA (www.balajcza.pl) is a dynamically growing translation agency based in 
Warsaw, specializing in scientific, financial and legal translations. Our mission is to 
provide high-quality translation and interpreting services for renowned Polish 
companies and international corporations.  
 

 

CLIENT SERVICE SPECIALIST – native Norwegian / native Dutch 
Place of work: WARSAW-URSYNÓW 

Region: WARSAW, MAZOWIECKIE 
Job description: 

 Providing comprehensive service and support for clients and foreign translators (Norway, the 
Netherlands, and other foreign countries) 

 Negotiating terms of cooperation (prices and dates) with clients and translators 

 Order processing: from preparing valuations and orders for clients, through the organization 
of orders for translators, to the financial settlements of orders  

 Knowledge of the following software: Adobe, ABBYY (OCR), Trados Studio, etc. 

 Managing and updating databases: translators, orders, contract registers, etc. 
Requirements: 

 At least three years of experience in the client service department in a company with a 
similar profile and mode of operation (quick inquiries, short time to prepare a valuation and 
order)  

 Very good computer skills, proficient use of MS Office and the Internet (working in front of a 
computer most of the day) 

 Native Norwegian or native Dutch 

 An excellent command of English 

 Polish at a communicative level 

 High stress tolerance 

 Multitasking (managing several short projects simultaneously) 

 Full commitment to entrusted duties and a sense of responsibility 

 Effective organization of work and meticulousness 

 Self-reliance at work and the ability to learn quickly 

 Ease of establishing relationships with people, especially when talking on the phone 
Desired qualifications: 

 Higher education 
We offer: 

 Full-time work 

 On-site work 

 Permanent employment contract 

 Health insurance 

 A responsible position in a company with great development potential 

 Systematic deepening of knowledge and skills 

 A unique culture of cooperation and partnership 

 Comfortable working conditions 
 

If you are interested in this position, please send your CV to 

praca@balajcza.pl 
 

For more information about us, please visit our website: www.balajcza.pl  
 

"The administrator of your personal data will be BALAJCZA Sp. z o.o. with its registered office in Warsaw and it will be processed in order to 
recruit for the position indicated in the job offer as well as future recruitments. Detailed information can be found at 
http://www.balajcza.pl/780-klauzula-informacyjnand-dla-kandydata-na-pracownika.html " 
 

Please also include the following clause: 
 "I consent to the processing of my personal data contained in the job offer – to the extent beyond the data resulting from art. 22 [1] of the 
Labor Code – by BALAJCZA Sp. z o.o. for the purposes of recruitment for the position indicated in the job offer, as well as for future 
recruitment for the same position or a different position corresponding to my skills. At the same time, I am aware that I have the right to 
withdraw this consent at any time." 
 

We would like to kindly inform you that we will only contact selected candidates. 
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