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Balu HagiHuid napTHep B noLlwyky po6oTu Ta ninbopi nepcoHany ybs.ua

HaTtanba UropesHa

NMOMOLLUHHUK/ACCUCTEHT PYKOBOAUTEJIA, CEKPETAPDb, 18 000 I'PH.

& 26 Gepesta 2021 @ MicTo: Kuis

Bik: 49 pokis
Pexum poBoTw: NoBHWI poBounii AeHb
Kareropii: HR, ynpaBninHa nepcoHanom, OdicHui nepcoHan

v/ TMepebysato B LWN0GI
VBilaiTe abo 3apeecTpyiTeca Ha caiTi Ak podoToaaBeLlb, W06 6aunTh KOHTaKTHY iHopMaLito.
Joceig po6oTtu

CereTapb, MOMOLLIHMK pyKOBOAUTEA
OOO (MHXMHUPUHrOBBIE YCnyru), Kuis
03.2016 - Mo TenepitwuHin yac (10 pokis )

O60B'A3KM:
BuinonHeHne obAsaHHOCTe cekpeTaps, MOMOLLHMKA PYKOBOAUTENS:

- BeneHne nenoBoW nepenucky ¢ napTHepamMm U COTPYAHWKaMM KOMMNaHum (Mo 91.no4Te), OTNpaBKa/nony4YeH1e nucem
KyPbEPCKOW MOYTOMN.

- JlokyMeHTO0B0pOT KOMMAHUK. (MOArOTOBKA MUCEM W perncTpaums BX/UCX.AOKYMEHTALMMU, NOAFOTOBKA NPUKA30B Mo
NpeanpuaTHLO).

- C6op 1 pedpepupoBaHne AeN0BON MHPOPMALMH, BEINOSTHEHWE NOPYYEHUIA PYKOBOAMTENSA, HAMOMUHAHUE PYKOBOAMTENHO O
BaXKHbIX AaTtax, 3anfiaHMpoBaHHbIX MEPONPUATUAX U BCTPEYax.

- MoaroToBka v opraHusayms KOMaHAUPOBOK COTPYAHUKOB, 3aKka3 6uneTos, BPOHMPOBaHKUE FOCTUHWL,

- Mpu HeoBxo0AMMOCTH OTNPABKa Ha/MOMy4YeHWe C NepeBoaa LOKyMEHTaLUM.

- XXnsHeobecneueHune oduca (KaHLTOBapbl, XO3TOBaPbI, BbI30B MacTEPOB...).

- 3aKkas BU3UTOK A7 COTPYLHWKOB, BN1aHKOB, Nanok GUPMEHHbIX, MPe3eHTaLui, KaneHaapen u CyBEHUPHOM NPOAYKLMUH.
- OnepatuBHOe peLleHne TeKyLLX OPUCHBIX 3a4ad, opraHnsauna npuema noceTutesnen.

- OpraHu3sauus paboTbl opurca: KOHTPOSb 3a COOMIOAEHMEM CPOKOB BbINOSIHEHWUA YKa3aHUii U NOPYYEeHUA PYKOBOAUTENS,
opraHusalusa CBOEBPEMEHHOTO aAPECHOrO HanpaB/ieHUA NOPYYEHW U pacnopsXeHHU, cobnoaeHe KOHDUAEHLMANBHOCTH
MHPpopMaLnu.

- PasmelleHve Ha caiTax MHpopMaLluu 0 BakaHCUsX NPeanpUsaTHs, MOWUCK U noabop nepcoHana, noAnvcka Ha
nepuoamny.n3aaHua, Nomck Heo6xoaAMMon MHbOopPMaL KM B MHTEPHETE.

- YBEpEHHbIN Nonb3oBaTteslb BCen 0PUCHOM TEXHUKM (NpuHTEpP, MuHU ATC, KCEpOKC, CKaHep).

OcsBiTa
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KneBCkuiM HaLMOHanNbHbIM YHUBEPCUTET KybTYpPbl U UCKYCCTB (KKiB)

CneuianbHicTb: MeHepKMeEHT opraHusauni, CeaAsu ¢ 06LLEeCTBEHHOCTbLIO
nosHa Buya, 03.1996 — 05.2001 (5 pokis 2 micAL,i)

3HaHHA MOB

AHrninceKa - Huwxkue cepeHboro

JonaTtKoBa iHpopmauia

3HaHHA KomM'toTepa, nporpam: 3HaHue komnbioTepa: MS Office, Internet, Outlook, Photoshop 3HaHue A3bIkoB: YKpanHCK1H,
PYCCKUI: AeN0BOM, AOKYMEHTasIbHEIN, Pa3roBOPHbIA AHITIMIACKUI: ypOBEHb - 6a30BbIM (M3yyana B LUKOJIe + FoZ Ha Kypcax)
OcobucrTi AkocTi, X0bi, 3axonsieHHs, HaBuukK: bonee 14 net paboTbl cekpeTapeM B rocy1apCTBEHHbIX U KOMMEPYECKMX
opraHv3auusax, HaBblKM BeAeHWA AeNONPOM3BOACTBA KOMMAHUK U TenedoHHOro obLleHus. XXenaHue U roToBHOCTb K
PasBUTHUIO, PACLLUMPEHUIO PYHKLMOHANBHbBIX 0083aHHOCTEN, MCMOSb3YA NPUOBPETEeHHbIN onbIT U 3HaHWA. OMNbIT PABOTHI
HacTosLee MecTo paboThbl ykasaHo Bhiwe. Cekpetapb OO0 "BEJI-MAK" (IT-koHcanTuHr / Yenyrv / MNponsBoacTBO
obopyaosaHua) uonb 2009 — mapt 2016 OcHoBHble 06A3aHHOCTU: - [prem v pacnpeaeneHne BXoAALLMX 3BOHKOB (MUHU-
atc). - JenonponsBoACTBO KOMMaHUKU (CocTaBneHve U HaBop oduLManbHbIX MMCEM, J0OrOBOPOB, Byxrant.nucem,
perucTpaumsa BX./UCX. AOKYMEHT., CIyX.3anu1CcoK). - [1prKasbl No NnpeanpuATUIO, OTNpaBKka NnoYThl (MMcbMa, A0roBopa,
Oyxr.JOKyMeHTbI). - BeaeHne AenoBoit Nnepenucku ¢ napTHepamu U COTPYAHUKAMMU KOMMaHUu (Mo a5.noyTte),
OTNpaBKa/nonyYeHne NMcemM KypbepoMm 0PHUCHBIM (MO ropoay), KypbepPCKov NoUTon (N0 YKpauHe), unu yepes otaeneHve
YkpnouThl. - CO0p M pedpepupoBaHue Aen0BON MHPOPMAL MK, BEIMOSTHEHWE NOPYYEHUIA pyKoBoAMTENEN. - [OAroTOBKA U
opraHu3auusa KOMaHAMPOBOK, 3aKka3 6uneTtos, BpPoOHUPOBaHKE rOCTUHHUL,. - XXn3HeoBecneyeHne oduca (KaHLToBaphl,
X03TOBapbl, BOAA, BbI30B MacTepoB). - 3aKas BU3UTOK [N COTPYAHUKOB, 61aHKOB 1 Nanok GUPMEHHbIX, KarieHaapen 1
CYBEHWUPHOW NpoAayKuuK. - OnepatnuBHOE peLleHne TeKyLLMX 0OPUCHBbIX 3adad. - CBOEBPEMEHHOE [0BEAEHNE YCTHBIX U
MUCbMEHHBIX MOPYYEHWI PyKOBOACTBA B aAPeC COTPYAHUKOB M KOHTPOSb 32 CPOKaMK MCMOSTHEHUSA. - MNoarotoBka
JOKYMEHTOB A1 y4acTuA KOMMNaHW1 B TeHAepax v KOHTPOSb CBOEBPEMEHHOW NOAAUM NPEANTOKEHNA OT KOMMNaHWMU. -
PaswmelleHune Ha calitax HdOpMaLMKu 0 BakaHCUAX NpeanpuATUs 1 noa6op nepcoHana, NoArnucka Ha nepuoavy.usaaHus,
MOUCK HEOBXOAMMOMN MHDOPMALIMKU B MHTEPHETE. - YBEPEHHbIW NoSb30BaTeslb BCe 0PUCHON TEXHUKM (MPUHTEP, daKc,
MuHKU ATC, Kcepoke, ckaHep) Cneunanuct otaena o6cnyx.knneHToB Kommepueckuin 6ark (baHku) aHeapb 2008 — utorb
2009 O653aHHOCTH: NpHUem BXoAALLUX 3BOHKOB (onepaTop Call-ueHTpa, «ropavas nuHuA» 6aHka), ocyLlecTBrieHne
UCX.3BOHKOB (NMpe3eHTaLMKU HOBbIX MPOAYKTOB BaHKa - KpeAUTbl, KPeA.KapTOUKK, AENO03UThI, C LieNbio NPUBMeYeHu s
KITMEHTOB), HANMOMUHAHWE KIIMEHTaM O CBOEBPEMEHHOM BHECEHUM MaTexen u padoTa ¢ AomkHukamu CekpeTapb B
npuemMHou avpekropa BeictaBouHaa komnaHnua (HerocyaapcteeHHble opranmaauunv / NGO) mapt 2007 — asryct 2007
O6A3aHHOCTU: MPUEM W pacrpe. BXOAALLMX 3BOHKOB, BeAeHUe BHYTPEHHEro Aenonpon3BoAcTBa KoMnaHuu (Haéop u
MoAroTOBKa MUCEM, PEMMCTPALMA BX/UCX.KOPPECH.), MEPEenucKa no a/1.no4uTe, Ha Nepuos NPoBeAEHUA BbICTABOK - MOArOTOBKA
K BbICTABKE + yyacTWe B OpraHvsauuu 1 NpoBeAeHUU BbICTaBKK, NnaHMpoBaHue paBoyero AHs pyKOBOAUTENS, BeAeHUe
Tabens yyeta pab.BpeMeHu, NoUcK Heobxoanmon nHdo. B IHTepHeTe, oBecrneyeHne xusHeaeaTeNbHOCTU oduca,
BbINOJTHEHNE MOPYYEHWUI PYKOBOANUTENA, NpueM nocetutenen. Cexpetapb noapasaeneHuna + BepcTka nsaanma ®oHa
rocyaapcTBeHHOro umyLectsa YkpauHbl (FocynapcTBeHHbln cekTop) AHBapb 1994 — despans 2007 BeinonHeHve
06f3aHHOCTEN cekpeTapa noapasaeneHus: - KOHTporb 3a JOKyMeHTO000POTOM NoApasfeneHns. (perncTpaums BX./ucx.
ZOKYM.), KOHTPOSb UCMOSTHEHWUA MOPYYEHUI B YCTAHOBIIEHHBIE CPOKM, KOHTPOSIb 3a NPOXOXAEHUEM AOKYMEHTOB Ha BCEX
aTanax BU3MPOBaHWUA PYKOBOAUTENAMM COOTB.MOAPA3AENEHNI, MPUEM 1 pacnpea. BXOAALLMX 3BOHKOB, K Ha yposHe
YBEPEHHOrO NOSb30BaTENA, BEAEHWE AeN0BOM NEPENUCKM + BepcTka exemecA4HOro nonHOLBETHOrO XypHana: -
JoneuatHas noaroToska 1 o6paboTka TekcTa (Habop, npaeka) - CosaaHve opurMHan-MakeToB; BepcTka nonoc xypHana,
06paboTka 1 LBETOKOPPEKLMA M3oMaTepuanos JIMuHble kayecTBa: MCnofHUTENBHOCTb, BbICOKAas CTeNeHb OTBETCTBEHHOCTH,
BHMMATENbHOCTb K AeTasifAM, CTPECCOYCTOMYMBOCTb, XeNlaHWe COBEPLLUEHCTBOBATLCA M Pa3BMBaTbCA, OTBETCTBEHHOE
OTHoLLEHHe K pabBoTe KoHTaKTHbIM TenedoH: 067 287 03 82
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