S
Balu HagiHuid napTHep B noLlwyky po6oTu Ta ninbopi nepcoHany !’Obse

RECRUITMENT ASSISTANT/HR ASSISTANT

&> 7 xoBTHA 2016 9 MicTo: Xapkis

Bik: 31 pik
Pexum po6oTu: NoBHWI pobounii AeHb
Kareropii: IT, WEB ¢daxisui, HR, ynpasniHHa nepcoranom, OdicHuii nepcoHan

Hoceig pob6otu

Manager on

tourism

PE "Ultratour"

12.2014 - 10.2016 (1 pik 9 micALiB)

O60B'A3ku: Tour sale; Drafting of contracts; Taking care of the office infrastructure; Drawing up of reporting documentation;
Booking of hotels, airline and railway tickets and other additional services

Office Manager
Center of visa services
08.2014 — 08.2014

O60oB'A3sku: Consulting of clients in visa's issues; Registration of insurance policies; Filling in a visa applications;
Preparation of a full package of documents for the application to the visa application center; Translation of documents in
English

Sales manager, administrator
"Dia&amp;Noche", retail shop
03.2013 — 11.2013 (8 micAuiB)

O60B'A3Ku: Sale of production; Drawing up of reporting documentation; Consulting of customers; Taking care of the shop
and goods
OcBita

V.N. Karazin Kharkiv National university

CneuianbHicTb: International economist, interpreter
nosHa Bua, 09.2009 — 06.2014 (4 poku 9 micAuiB)

3HaHHA MOB

English - MNpodeciiHnii (ekcnepr)

JonaTtkoBa iHpopmauia

OcobucTi AKoCTi, X06i, 3aXONSIEHHs, HABUYKK:
Upper Intermediate English;

Good computer skills;

Business correspondence skills;

Taking care of the office infrastructure;

Translation of documents;


https://jobs.ua/resume/kharkov

Drafting of contracts

MeTa nowuyky po6otu, nobaxaHHsa o micysa poboTtu: To obtain the position of Recruitment Assistant/HR Assistant
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