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« Flexibil

Limbi
¢ Romana : Fluent
e Rusa : Fluent

Lucrumd

DE 15 ANI ADUNA LA JOB

Datele de contact sunt contra cost. Detalii
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Ny paboTy ypanéHHo

Despre mine

PYMbIHCKNI YPOBEHb - OTJINYHO: Pa3roBOPHbLINA, MNCbMEHHbIN.
PyCcCKUM YpOBEHb - OTJINYHO: Pa3roBOPHbIN , MNCbMEHHbIN.

OnbITHbIN Nosib3oBaTesnb MK, PaboTato B nporpammax: Microsoft
Excel, Microsoft Word, Point

Experienta profesionala

Oduc meHepxxep - SC AZAMET-GRUP SRL - Chisinau
Septembrie 2017 - Prezent - 8 ani 5 luni

1.1. Mpunem, obpaboTka, Y4€T, perucrtpauyuns, pacrnpegeseHme
cny>xebHon nHhopmaunn.

1.2. MoarotoBka KOMaHOANPOBOK COTPYAHNKOB KOMMaHUi (B13a,
rOCTUHMUbI, aBnabuneTtsl, NOATBEPXAEHNE BCTPEY).

1.3. OpraHumsauusa n y4yeT BHELIHEro N BHYTPEHHEro
OOKyMeHTOo0bOopoTa: perncTpaumns, XxpaHeHne, apxmBmnpoBaHue
OOKYMEHTOB.

1.4. MNMpuném, perncrtpaumsa n pacnpeneseHne BXoaaLwen un
oTrMpaBKa NCxoasulen KoppecrnoHOeHUNN.

1.5. Mo 3anpocy reHepasbHOro AQUPEKTOpa KOMMaHWnm
COCTaB/lIeHMe TeKCTa, pacneyaTka 1 yTBepXaeHue (nognucb n
rnevyaTb) NMPMKA30B MO OCHOBHON OEATE/IbHOCTY U NMpU
Heobxo4NUMOCTN NNYHOIO COCTaBa KOMMaHMK C Mocaenyowmm
O3HaKOMJIEHMEM COTPYOHMKOB NOCPeACcTBOM cbopa opurnHasaos
MOAMUCeNn.

1.6. My6ankaumnsa NpUKasoB U Pacrops>XeHW reHepaabHOro
ANPEKTOopa KOMMaHUIA Yepes 3/1eKTPOHHYIO MOYTY.

1.7. BeneHve 0enoBoi Nepennuckn oT anLa KoMnaHum (npu
Noy4YeHUN COOTBETCTBYOLLNX NOPYHEHUA N MOJITHOMOYUA CO
CTOPOHbI FeHepasibHOro AMPEKTOpPa).

1.8. MoAroToBKa U COrnacoBaHne Co CTPYKTYPHbIMU
noapasaesieHNsMN NPoeKTOoB, CNPABOK, MUCEM,
KOMaHAMPOBOYHbIX YAOCTOBEPEHWUIA, MNP.

1.9. KcepoKonunpoBaHMe N CKaHMpOBaHMe, oTrpaBka no gakcy
OOKYMEHTOB MO NMOPYYEHUI0 reHepasibHOro ANpeKTopa

1.10. MNMowuck, cbop, obpaboTka MaTepranos 1 AesI0BON
MHOopMaLnn.

1.11. NMogroToBKa npeseHTaumnn (opopmneHne paboydero
MaTepuana B Buae Power Point Presentation).

1.12. MepeBoA AOKYMEHTOB, 3TUKETOK, AOrOBOPOB U MPOYMX
[OKYMEHTOB C/Ha PYMbIHCKUIN, N PYCCKUIA S3bIKNA.

1.13. ®opMumpoBaHue pasnnyHbix 6a3 AaHHbIX MO 3anpocy
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reHepasibHOro AMpeKTopa.

1.14. OTnpaBka obpa3uyoB npoaykuum (cbop, ynakoBka, NakeT
COMPOBOXKAAMLLUNX LOKYMEHTOB, OPraHn3aLumnsa 4OCTaBKM U
pa3MelleHns) NnapTHEpPaM N roC. opraHam.

1.15. Pa3melleHmne cooblieHunn, obbABAEHUN U NpP. Ha
NHGOopMaTMBHbIX Tabsio B ohrcax rpynmnbl KOMMAHWUA.

1.16. Pa3zmeLwieHne cepTUPUKATOB, BbIAEP)KEK N3 CTaTEN,
OPYrux CBUOETeNbCTB OCTMXKEHUA KOMNAaHUKN, OhOPMJIEHHBIX B
paMKax Ha CTeHaX ouca nam gpyrux mecrtax

1.17. O6paboTka 3N1EKTPOHHbIX BApUAHTOB KOMMEPYECKUX
NpeasoXXeHnn.

1.18. ADMUHNUCTPATUBHO-XO3ANCTBEHHAA OpraHmn3auns paboTol
oduca, obecnevyeHne npensioXXeHNIMN No 3aKynke mebenu,
OpPrTeXHUKK, Nosy4eHne 1 Bblaada TesnedOHHbIX KapToyek,
KaHUTOBapaMu, Xo3ToBapamu, ciy>xebHom ogexxnon, Bo4omn,
MATaHWEM U UHBIMW TOBAapPHO-MaTepuaaibHbIMU LLEHHOCTAMMN,
HeobxogumbiMn gns paboTbl ourca; KoopanHaLMA UX MPUEMKMU,
yyeTa, XpaHeHUs 1 Bblgauun

1.19. OpraHu3aumns NpoBeLeHns PeMOHTHbIX paboT B 34aHUN
ouca (3N1eKTpn4ecTBO, OKHa, ABEPU, MEePEeropoKu, oTornaeHue,
KOHONLUNOHUPOBaAHME, CaHTEXHUKA U NpoYee).

1.20. CoTpyAHMYeCTBO C NOCTaBWMKamMm ycayr no obecnevyeHunto
paboTbl ohnca: apeHgonaTesNb, SN1EKTPUYeCcTBO, MOBUIbHaA
CBSA3b N Npoyee

1.21. KoHTpOJ1b 3a HaaJieXallm COCTOsIHUEM O(PUCHOr 0O
obopynoBaHMs, KOMMYHUKaLNI; NPW BbISBJIEHUN
HencnpaBHOCTEN OCHUCHOMN OPrTEXHUKU N MHOrO 0BopyaoBaHMS
opraHu3aums npoBefeHns PeMOHTHbIX PpaboT 1 MHbIX BUOOB
TeXHN4YeCKOoro 06CJ‘Iy)KVIBaHI/IFI.

1.22. OpraHusauns 0enoBbiX BCTPEY, TPEHNHIOB 1 COBELLaHWA
(nnaHnpoBaHne, MaTepuasibHO-TEXHNYECKOe obecrneyeHne,
opraHmsauns Kkoge-nays n/mnmn obenos, onoBeLLeHNE
Y4aCTHUKOB O BPEMEHU U MeCTe NMpoBeLeHNs, MOBEeCTKe OHSA).
1.23. OpraHusauuns nprvema paboTHUKOB 1 NoCeTUTENEN
reHepasibHOro gupekTopa.

1.24. HanoMuHaHne o nMpa3gHUYHbIX U LLOBUNEenHbIX AaTax,
BKJIl0YAA eXXeMecsa4Hoe ornoBelleHne cCoOTpyaHUKOB
nocpencTBOM 31IEKTPOHHOW MOYThl U CMC O OHAX POXKAEHUAX N
pa3MelleHNeM NevyaTHOM BEPCUN Ha A0CKe 0ObSABIEHUNA.

1.25. OpraHusauns no3gpasieHnn COTPYAHUKOB B oduce C
OHEM poXxOeHus, ceagbbol, poxaeHuem pebeHka 1 npoyee
(opraHusaumsa NoKynku nogapka, HasHa4YeHUe BPEMEHN N MecTa
BpyYeHus, 4p.)

1.26. ObecneyeHne Bpy4YeHUs NOJAPKOB NapTHEpPaAM KOMMNaHUn
Ha Mpa3gHnYHbIe AaTbl.

Studii: Medii

Jinuen nmeHm Feoprua MeHiok
Absolvit in: 2005
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