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BospacT: 27 nert
Pexxum paboThl: NonHbIM pabounii AeHb, CBOBOAHLIN rpaduK paboThl, nnaBatoLmnii rpadmrk padoTbl
Kateropuu: IT, WEB cneyunanuctsl, KoHcanTuHr, OduCHbIM nepcoHan

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

project manager (junior)
IT company (NDA) (Consulting), Kues
06.2021 - 09.2021 (3 mecAaua)

O653aHHOCTH:

Project to create a new crypto coin.

Responsibilities:

-Activity and resource planning

-Morning briefings with the team

-Organizing and motivating a project team
-Controlling time management. (Monday task tracker)
-Ensuring customer satisfaction

-Crypto market analysis

-Monitoring progress

-Managing reports and necessary documents

office manager
IT company (NDA) (Consulting), Kues
01.2021 - 05.2021 (3 mecAua)

0653aHHOCTH:

Responsibilities:

-Organising meetings and managing office payments
-Booking transport and accommodation

-Organising company events or conferences
-Ordering stationery and furniture

-Preparing letters, presentations and reports
-Managing office budgets

-Liaising with staff, suppliers and clients


https://jobs.ua/rus/resume/lvov
https://jobs.ua/rus/login/?return_url=/rus/resume/pdf/1173493
https://jobs.ua/rus/register

-Using a range of software packages

office manager
Prosperity Case (Consulting), JlsBoB
02.2020 - 01.2021 (11 mecAueB)

O06s3aHHOCTH:

Responsibilities:

-Organising meetings and managing office payments
-Booking transport and accommodation

-Organising company events or conferences
-Ordering stationery and furniture

-Preparing letters, presentations and reports
-Managing office budgets

-Liaising with staff, suppliers and clients

-Using a range of software packages

npoaaBeLb-KOHCYNbTAHT
Crystal/Wedding Store (Retail), JlsBoB
09.2019 - 01.2020 (4 mecAua)

Ob6nazaHHOCTH:

Responsibilities:

-Helping clients decide which dress silhouette are most flattering and suitable for them
-Taking measurements + signing an agreement

-Liasing with managers and tailors

-Answering customer questions about everything related to dress collections, tailoring, fabrics

-Sales report at the end of the day

O6pasoBaHue

HauioHanbHui YHiBepcuTeT "JbBiBcbKa NMonitexHika" (J1bBoB)
CneumanbHocTb: 'eoaesia, KagacTp

nonHoe Bbiclwee, 09.2014 — 06.2018 (3 roga 9 mecaueBs)

3HaHue A3bIKOB

AHMUCKMI - Belile cpeaHero, YKpauHckui - MNpodeccroHanbHbiv (akenepT), Pycckuit - MpodeccuoHanbHbIn (aKkenepT)

JononHutenbHaa MHPopmaLuna

3HaHue komnbloTepa, nporpamm: Microsoft Office, Excel, PowerPoint Google Docs Google tables MacOS Monday task
manager

JInuHble kauecTBa, X006u, yBnedyeHun, Haeblku: | set myself challenges and ambitious goals. My greatest strength is the
ability to combine my professional skills with interpersonal ones. | can find an approach to each person. | am a dedicated,
enthusiastic, hardworking and responsible candidate for the position of office manager in your company.
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