Balu HagexHbl napTHep B noucke paboThl U nogbope nepcoHana

LLlentypa OkcaHa
MOMIYHHUK KEPIBHUKA, CEKPETAP, AAMIHICTPATOP

216 ¢espana
2022 Q opoa: Xapbkos

BospacT: 42 roaa
Pexum paboTbl: NonHbIM paBounit AeHb, CBOBOAHbIN rpaduk padoThi
Kateropuu: OducHbl nepcoHan, [ipyrve npeanoxeHua

Bovante unu saperucTpupymTech Ha caiTe kak pabotofatesb, UToObl BUAETb KOHTAKTHYHO MHMOPMALUIO.
OnbIT paboThbl

[MoMiYHKK KepiBHMKA nianpuemMmcTea

TOB "YA-CUCTEMU" (po3pobka, BUPOBHMLTBO Ta MOHTaX CUCTEM CMOBILLEHHSA NP0 TEXHOTEHHI, HAA3BUYAMHI Ta NOXEXHI
HebeaneKkun), XapbkoB

04.2021 - 09.2021 (5 mecALeB)
ObasaHHOCTH:

O6oB'A3KM:

- IOKYMEHTYBaHHA HapaA (NMMCbMOBUIA CYynpoBiA, 0DOPMIIEHHA Ta PO3CUIIKA YYaCHUKaMm);

- BUAaua nepenycToK, KOHTPOsb TPYAOBOT AMCUMNNIHKM | 06iK poBoyoro yacy (BeaeHHsA Tabesnto) 3a 4ONOMOro poboTu B
CUCTeMi KOHTPOSO Ta ynpasniHHA gocTynom «bap'ep». PoboTa 3 nporpamHumu gogatkamu MoonReport (npoxoau
CniBpOBITHUKIB B NiIAKOHTPONBbHUX 30HaX) i MoonSysEdt (nporpamyBaHHs NepenycToK);

- BeZleHHs 3pisy (poTorpadii) poboyoro aHA crniBpoBITHUKIB BiAAINIB;

- aHarni3, KOHTPOJIb Ta BUPILLEHHA NUTaHb CBOEYACHOro HaZaHHA NOCyr KOPrNopaTUBHOMO 3B'A3KY MiANPUEMCTBY (CBOEYacHa
onnara, nepeBuTpaTH, aMiHa MoBinbHUX NaKeTiB);

- OPOHIOBaHHSA roTesliB Ta KBUTKIB (417 BiApALKEHb).

[MoMiYHMK KepiBHUKA
Ansokatcbke 06'efHaHHA "TIEOAMNPABO" (MpaBo, aaBokaTchbKa AifNbHICTL), XapbKkoB
02.2016 — 02.2021 (5 net)

0O6Aa3aHHOCTU:

O6oB'A3KM:

- MOLWYK Ta aHanis iHpopmalii 3a 3aBAaHHAM KepiBHUKa B TenedoHHOMY pexxumi abo Mepexi Internet;

- BEAEHHS eNIEeKTPOHHKX 6a3 faHnx 06'eaHaHHS;

- noJaya AOKYMEHTIB, 34a4a Pi3HOi 3BITHOCTI B MOAATKOBI OpraHu, NeHcinHi GoHAK, cyau i T.4.;

- CYNpoBiA KNieHTiB 06'eaHaHHs B AepaBHi iHcTaHuii (6arku, MY, LIHAM, doHaM couianbHOro cTpaxyBaHHs, TOLLO),
MCMXOMoriyHa NiATPUMKA Ta AOMOMOra B BUPILLEHHI IX NUTaHb;

- CKnaZaHHeA NpoCTUX AOKYMEHTIB (Pi3HMX 3afB, 3anuTiB, TOLLO), LUBUAKUIA HABIp TEKCTY, CKaHyBaHHA JOKYMEHTIB;

- po6oTa 3 NoLITO (perynApHa BiAnpaBKa Ta OTPMMaHHA pPi3HOro BuAYy NUCTIB «YKprowTa», «Hoea lMowTa») Ta peectpauia
KOpEeCMnoHAEHLIT;

- poawmiLLeHHs ny6nikalii Ta HoBKUH Ha odiuinHomy caiTi AO «Jleaanpaso» (ledapravo.com.ua/);

- BiANoBiAanbHe BUKOHAHHA Kyp'epCbKMX DYHKLiM No AocTasui/nepeaadi pisHoro poay AOKyMeHTauii;

- BUKOHAHHA PiI3HOMaHITHUX JOPYYEeHb KEPIBHUKA;

- AocBig poboTH 3 eNEKTPOHHOK CUCTEMORD A0KyMeHTooOBiry "[okMNpod" Ta BEMMKUM 06'eMOM BXiZHOT AOKYMeHTaLi.

v/ EcTb pekomeHaaLuu ¢ AaHHOro MecTta padoThl

CekpeTtap-ancnetyep
TOB komnania "®iHnpom.IHBecT" (HepyxomicTb, opeHaa odicis), Xapbkos
06.2011 — 01.2015 (3 rona 7 mecAues)

O6asaHHOCTU:


https://jobs.ua/rus/resume/kharkov
https://jobs.ua/rus/login/?return_url=/rus/resume/pdf/1153658
https://jobs.ua/rus/register

O6oB'A3KM:

- KoopauHauia poboTu odicy;

- ninoBe NMCTyBaHHA, KOMN'IOTEPHKUI HaBip AOKYMEHTIB AnA AMPEKTOPCHKOro ckiiaay (A0roBopiB, Cry00BKUX 3anUCOK, 3asB,
TOLWO);

- 06niK Ta peecTpaLlin BXiAHOI/BUXiAHOT KOPECNOHAEHLT, KOHTPONb TEPMIHIB BiAMNOBIAIB HA NUCTH Ta BUKOHAHHA POOIT;

- NMPUIAOM Ta PO3MNOAIN TenedoHHNX A3BiHKIB (MiHI-ATC);

- BeZeHHn 6asu faHux (call-ueHTp 3afBOK BiZl KNIEHTIB 3 Pi3HUX MUTaHb);

- KoopauWHauia 6puraau onepaTUBHOMO pearyBaHHA (Cntocaps, caTexHika, npudvpanbHuLi, MeHeakepa 00'eKTy, TOLLO) Ha
3afBKM 3 BOOKY KITiEHTIB, KOHTPOSb Ta AKICTb BUKOHAHWUX POBIT;

- peknama 06'exTiB KomnaHii B Mepexi Internet Ta 3MI;

- nowyk Ta niadip pisHoMaHiTHOI Gi3Hec-iHdopMaLii (aHani3 PUHKY, NOCYT, MOHITOPUHI AifNbHOCTI KOHKYPEHTIB Ta iH.);

- poboTa 3 0iCHOI TEXHIKOI (KONitoBaHHSA, CKaHyBaHHA AOKYMEHTIB, iHLUe).

CekpeTap, iHCneKTop

Kaapis

TOB perioHanbHa komMnania "dena” (3naya B opeHAy cBoix 6i3Hec-npuMiLLEeHE), XapbKoB
11.2007 - 07.2009 (1 roa 7 mecAues)

O6AasaHHOCTH:

O6oB'A3KM:

- BiANOBIAb Ha TeneOHHiI A3BiHKMK;

- 06niK Ta peecTpauin BXiaHOI (BMXiAHOT) KOpecnoHAeHLiT;

- BiAnpaBKa AOKYMEHTIB NOLLTO, e-malil, Kyp'€pCbKOK A0CTaBKOLO;

- BeIeHHA KaZpoBOi AoKyMeHTaUii (Hakasu no oco6oBoMy cknaay, 0OOPMIEHHA Ta BEAEHHA TPYAOBUX KHUXOK i 0COO0BMX
crnpaB npauiBHUKIB, BeaeHHs Tabento o6niky poboyoro yacy);

- 06niK HaZaHHA BiAMYCTOK NpaLiBHUKaM;

- 3aBe3neyeHHs XUTTEAIANBHOCTI 0gicy (NianucKka, KaHLToBapw, A0CTaBKa BOAM Ta iHLUE).

O6pasoBaHue

XapKiBCbKMIW HaLiOHaTbHUIA YHIBEPCUTET PadioeNeKTPOHIKK (XapbKoB)

CneunanbHocTb: CneuianbHOCTb "BiOTEXHIYHI | MeaAWYHi anapaTti Ta cuctemMun”, AMNIIOM iHKeHepa-eneKTpoHika
nosnHoe Bbiclwee, 09.1999 - 05.2004 (4 rona 7 mecAues)

3HaHuWe A3bIKOB

YKpaunHCcKui - Beilwe cpeaHero

JononHutenbHaA uHopmauuma

3HaHue KomnbtoTepa, nporpamm: Internet, e-mail, Microsoft Word, Excel, CorelDraw Ta Internet-noaatkv anq sisyanisauii
BisHec- Ta iHWKMX npouecis. Cuctema eneKkTpoHHOro LokymMmeHToobiry "dokMpod".

JTnuHble KauecTBa, X006M, yBRneYeHua, HaBblkK: [ocBig poboTH 3 MPUHTEPOM, CKaHepoM, MiHi-ATC (BHYTPILLHIK 3B'A30K) -
6inbLe 10 pokiB. OcobuMCTi AKOCTI: BiANOBIAANBHICTb, CTApaHHICTb, akypaTHICTb, CNOKiMHa BAaYa. Boaii kateropii "B" (2019
piK). BE3 wKianMemx 3BuYoK. Lloceia poBOTH 3 eMEeKTPOHHOK CUCTEMOO AOKYMeHT006iry B nporpami "HokMpod".
HesamixHaA, AITOK Hemae.
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