Balu HaaexHbI napTHep B noucke paboTsl M noabope nepcoHana J bs'ua

diHoreesa €BreHid
NOMIYHUK KEPIBHUKA, 18 000 I'PH.

& 11 ceHTAGpPH
2023 Q lopoa: Xapsxos

BospacT: 40 nert
Pexum paboTbl: NonHbIM pabounii AeHb
Kateropuu: OducHeli nepcoHarn, PykoBoactso, CTpouTenbCTBO, apXUTEKTYypa

BoianTe unu sapernctpupynTech Ha caiTe Kak paboTtogartesb, YToObl BUAETb KOHTAKTHYH MHMOPMAaLMIO.
OnucaHue

MpautoBana B 2 koMnaHiAax 16 pokie 3 micAui

IT, ByaiBHUMLUTBO

MomiuHKK KepiBHKKA

"Meactap Contowenc”, TOB

IT

4 poku 5 micAuis

05.2019 - no TenepiwHLOro Yacy

MoMmiYHMK KepiBHMKA

"CneubyamMoHTax-YkpaiHa", TOB
ByaiBHMUTBO

11 pokis 11 micAuis

07.2007 - 05.2019

Yuunace B:

XapbKOBCKUIA rOCYAapPCTBEHHbIW TEXHUYECKUI YHUBEPCUTET CTPOUTENBbCTBA U apxuTeKTypbl (2002-2007r.r.).

®aKkynbTeT - CTPOUTENBHLIN.
Cneunanusaymsa - NPOMBILLIIEHHOE U rPaXaHCKOe CTPOUTENBCTBO.
KBanudukauua - cneymanuct, UHKEHEP-CTPOUTENb.

OnbIT paboThi:
[. OO0 «MeacTtap ContoweHc» ¢ maa 2019r. no HacToALLee BpemA.
OcHoBHble 06A3aHHOCTH:

1. lNMnaHvpoBaHuWe, cocTaBneHue rpaduka, opraHn3aLna BCTPeY M CoBeLLaHni anpekTopa (odpnanH, sym). OpraHusauyuma
KOMaHAMPOBOK AMpeKTopa (MOKyMNKa OHNaiH /4 6unetos, OPOHUMPOBAHWUE FOCTUHUL).
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2. rlpVIéM 3BOHKOB, Nnepenncka n neperoBopbl C KOHCYJ1IbCTBAMMU, KITMEHTAMM, I'IapTHépaMM, rOCTAMU KOMMNAaHUN.
3. KOMMyHVIKaLl,VIVI 1 B3aMMOAENCTBUE CO BCEMM OTAENAMM KOMMNAaHWMK.

4. BeaeHve aenonpounssoacTsa (y4eT BXOAALLEN, MCXOAALLEN AOKYMEHTALUKU, NPUKA30B, pacnopaxeHunin). O3HakomMneHne
OTBETCTBEHHbIX MWL, C pacnopaanTenbHbIMA AOKYMEHTaMu, MMCbMaMu, PACNUCaHHBIMU K UCTMIOSTHEHUIO.

5. YyacTue B coBellaHuax, BeAeHWe NPOTOKOSOB NaHEPOK U COBELLaHU.
6. YnpaBneHueckuii yuéT Tabena paboyero BpeMeHU COTPYAHMKOB.

7. OdopMneHne JOBEPEHHOCTEN HA OTBETCTBEHHBIX STUL B HANTOrOBYHO, CNY)XOY CTaTUCTUKKU, HOBYHO MOYTY U YKPMOYTY.
PaboTa B nMYHOM KaBUHETE HOBOW MOYTHI.

8. PaBoTa 1 opopmMneHne JOroBopHbIX OTHOLLEHMI co cnyx6amu Hosoi 1 YkpnouTel. PaboTa ¢ kypbepckoi cnyx6oi DHL
(oTnpaBKM AOKYMEHTOB 3a rpaHuuy). PacnpeaeneHne 06a3aHHOCTEN, KOOPAUHUPOBAHUE, KOHTPOSIb PaABOThI LUTATHBIX
KypbepoB.

9. KoHTponb x03.06ecnedeHuns opuca, KOHTPOsb 3a PaBoTON TEXHUUECKUX PAOOTHWUKOB U 3aBX03a.

10. BbINonHeHue NUYHbLIX MopyyYeHuin AMpeKTopa (nonosHeHe Mo6.CBA3K, MOArOTOBKA AOKYMEHTOB AMA HOoTapuasbHOro
3aBepeHWe ¥ anocTunb, B 6t0p0 NepeBoaoB U T.1.).

II. OO0 «CneucTpoimoHTax-YKkpanHa» 2007-2019r.r.

OcHoBHble 06513aHHOCTM:

PaboTa ¢ anpexTopom:

COCTaBfeHu1e NnaHoBbIX BI0LKETOB 0OBHEKTOB M MPOrHO30B; BEAEHUE NPOTOKO/IOB COBELLaHWI; opraH13ala NeperosBopos.;
o6bLLeH1e KaK NTMYHO, TaK U B TENepOHHOM pexumMe, ¢ 3akazuymkamu, cybnoapaadvkamy, NoCcTaBLMKAMK HACTOALLMMU U
NepcneKTUBHLIMK, AenoBan Nepenucka no a5.noYTe ¢ HUMKU, 06MeH MHpopMaumen 1 JoKyMeHTauuen; hopM1MpoBaHve
KOMMEPYECKUX NPEASNIOXEHNI ANA y4yacTMa B TEHAEPHbIX TOpPrax; opraHvM3aumna v NpUcyTCTBME Ha cAaye CTPOUTENbHbIX

06 BEKTOB; OpraHW3aL s KOMaHAWPOBOYHbIX, A€NOBLIX MOE3A0K - TPAaHCMOPT, PACX0Abl, MPOXUBAHWE; COCTaBNeHUe
rpacd1KoB BCTPEY U 3BOHKOB pyKoBoauTens. OpraHusaymsa KopnopaTMBHbLIX NPasaHUKOB W MEPONPUATUA.

JenonponssoacTeo:

noAroToBKa, 0PpOpPMIIEHUE NPUKA30B, PACNOPAXEHUIA, MPOTOKOMOB, NMMCEM, NOATOTOBKA, OTCIIEXMUBAHUE U YYET
BXOAALLEN/MCX0AALLEN AOKYMEHTALMW; NOATOTOBKA AOKYMEHTALMW ANA CAAYU CTPOUTENbHBLIX OO BEKTOB B 3KCMNyaTaLuio,
MPOEKT 1 pa3paboTka BHYTPEHHUX BNIaHKOB KOMMaHUK1, COCTaBrieHne Cry)eBHbIX 3anuCok.

Otaen kaapos:

- OpopmreHne npremMa 1 yBornbHEHUs pabOTHUKOB (OOPMIIEHHUE NPHUKA30B O NMPHUEME, OTNYCKAX, YBOSIbHEHHSAX).
- OdopmneHune WTaTHOrO pacnucaHua.

- CocTaBrieHune Tabensa yuéta paboyero BpeMeHu.

- ®opMUpoBaHWE 1 BeaeHWE NUYHBIX fen paBOTHUKOB, BHECEHUE B HUX U3MEHEHUMN.

- 3anosiHeHMe 1 XpaHeHne TPYAOBbIX KHUXKEK.

KOpuaunueckuin otaen:

NoAroToBKa M odopmMNeHue AOroBOpPOB reHepasibHOro noAapaaa, cy6noupﬁna, NOoCTaBKK, 0roBOPOB HA OKasaHue ycnyr u
T.M., a TaK Xxe CI'IGLIM(.DMKaLlMVI, AOMONHUTENBHBIX COrNnaLleHnw, MPOTOKOJ10B, NPUKa30B, pacnopﬂ»(eHMVl, LIOBepeHHOCTeVI.

KaccupcTBo:

BeAeHue B ynpasneHyeckom yuéte 1C KoMaHAMPOBOYHbLIX PacxXoAoB (BbiNfaThl U HAYUCIIEHUA NEPCOHANY) U UX YYérT,
¢popmMmupoBaHue OTYETOB.

Byxrantepus:

- [pném 1 KOHTPOSb NEPBUYHOW AOKyMeHTauumn (AkTbl, PacxoaHble HaknaaHsle, TTH).
- OnpuxoaosaHue matepuanos B 1C (74 Bepcus).

- Opopmnenne AKToB okasaHHbIx ycnyr B 1C.

- Opopmnenne PacxoaHbix HaknaaHbix B 1C B COOTBETCTBUM C YCTAHOBEHHLIM NOPAAKOM ANA Nepedayn 3akasuuKy.



- NMepewmelleHure B nepepaboTky AaBasibyeckoro cbipba B 1C.

- Cnucanvne pasanbueckoro cbipbA B 1C.- Odpopmnermne aosepeHHocTen aAnAa noctaswmkos B 1C.
- MNoaLwwmBka KoMnnexkTa A0KyMeHTOB (AKTOB, PacxoaHbix HaknaaHblx, TTH) OT NOCTaBLUMKOB M 3aKa34MKOB.
- YueT nyTeBbIX NUCTOB M Yyekos Ha OT.

- MNprémka nyTeBbIX TUCTOB OT BOAWUTENA M NPOBEPKA HA NPaBUIIbHOCTL 3aMNOSTHEHHS.

- Onpuxoaosanue AT Ha ocHoBaHuu AxTos B 1C.

- Cnucanune AT Ha ocHOBaHMKM NyTEBLIX TUCTOB, Yekos B 1C.

- CBepKa € nocTaBLUMKaMu NO UTOram MecALa CornacHoO OTrPy30K.

- OpraHusauuna rpy3onepeBo30K, NOArOTOBKA CYETOB Ha onnaTty U UX y4ér.

Pab6oTa ¢ oTAenom oxpaHbl TpyAa U TEXHUKU BE30MacHOCTH.

PaboTa Ha 31eKTPOHHbIX NNoLiazKax KOMMEPUYECKUX 3aKymMoK:

- MoHuTOpHHr TeHaepoB Ha an.nnowazake MonTtasckoro NOKa n Epuctosckoro MOKa.

- OT60p 3anpocoB A1 yyacTua B Toprax, NoAroToBKa ANA PyKOBOAUTENA MHPOPMALMK U MaTepuanos AnA NpUHATUA
peLlueHus 06 yyacTuu B Toprax.

- 3anpawmBaTtb HeoBX0ANMYO KOHKYPCHYIO A0KYMEHTaumto (YepTtexu). MNpu HeobxoaAMMOCTH 3anpalumnBaTb pasbACHEHUA U
YUMUTbIBATb UBMEHEHWA B KOHKYPCHOM JOKYMEHTaLUM.

- OnepaTtvMBHO NOArOTaBAMBATL MOJSHbIA NAKET AOKYMEHTOB.

- BsaumoaencTBoBaTh C PyKOBOAUTENAMM OTAENOB MO creynduke npeanaraemelix 3anpocos.
- OdopmnATb KOHKYPCHbIE 3aABKK (KOM.NpeanoxeHus) Ha 3NeKpOHHOM nioLlake.

- BecTv neperoBopbl U NEPENUCKY C OpraHM3aTopamMu KOHKYPCOB.

- OZHOBPEMEHHO BECTH HECKOSIBKO MPOEKTOB.

YBepeHHsbI# nonb3oBatenb Excel, Word, Outlook, Butpuke, 1C 7, s3HaHue paboTbl ¢ 0OUCHON OpPrTEXHUKOW.

JIMuHble KavecTBa:

JucumMnnuHMpoBaHHas U akkypaTHas, MHULMaTMBHA U CNocoBHa B3ATb Ha ce0A OTBETCTBEHHOCTb B MPUHATUM PELLIEHWUH MO
BOMpocam, HaxoAALMXCA B MOer KoMneTeHuMn. HaleneHa Ha noBbilLeHne CBOeN KBanudukaLlmm u npodeccrmoHanbHoe
passutHe. K pelueHmto 3aaay noaxoxy TBOpYecku. MonHOCTEIO NPUAEPKMBAOCH KOPMOPATMBHBIX HOPM M npasus. Obnasato
XOPOLUMMM AeNoBbIMU HaBbIKaMK 1 OPraHW3aTOPCKMMKU CMOCOBHOCTAMKU. BHMUMaTENbHA K NoAAM, TaKTUUHA, NyHKTyanbHa. B
00LLEHMI C Konneramu apyxentoBHa, C NapTHEPaMKU U KITMEHTaMK opraHu3auunmu - 00XoauTesibHa U BEXIIUBA, B
3aTPYAHUTENBHBIX CUTYaLMAX BCErAa HaueneHa Ha HaxoXaeHne KOMNPOMUCCHBIX pelueHnit. CnocobHa BLICTpo ocBauBaTh
HOBYIO MHPOPMAaLUIO.

YBepeHHsbIi nonb3osatens Excel, Word, Outlook, BuTpuke, 3HaHne paBoTbl ¢ 0DUCHOM OPrTEXHUKOM.

YBneueHus: l;iora, dUTHecC, 340p0oBoOe NUTaHKe, syvyeHue aHINTMIACKOro A3blKa.
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