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Balu HaaexHbli napTHep B noucke paboTsl 1 noa6ope nepcoHana Jbs'ua

KopHiqaw lNeTpo
KAZIPOBWK, 30 000 I'PH.

& 29 mionA 2025 @ Topoa: Kues

Bospacrt: 35 net
Pexum paboTbl: NonHbIA pabounii AeHb
Kateropuu: HR, ynpaenenve nepcoHanom, OPUCHbIA NepcoHan

v/ CocToto B Bpake
BoWante unu 3apernctpupyiTech Ha canTe kak pabotoaatenb, YTOObl BUAETb KOHTAKTHYHO MHPOPMALUIO.
OnbIT paboThl

IHCMEKTOop 3

Kadpis

EKO Mapkert (Toprienq), Knes
06.2022 - 07.2025 (3 ropa )

O6asaHHOCTH:
OcHOBHi 0060B’A3KM:

- BeeHHA ocoboBmx cnpaB (iHAMBiAyanbHe BelleHHs, 3aranbHa KinbkicTb 400-500 +- LWITATHMX NpaLBiHUKIB No BCiK YKpaiHi,
6e3 posnoiny 060B’A3KIB MO iHLUMM KaapOBUKaM);

- 0DOPMIIEHHA NPUIHATTA, NepeBeAEHHA, NepeMILLEHHA Ta 3BiNTlbHEHHA npauliBHUKiB B «KominTex Kuis «Kaapu» Ta
EnekTpoHHOMY A0KYMeHT00Biry «1C»;

- 0pOpMIIEHHSA BCIX BMAIB BiANYCTOK (A0AaTKOBA colianibHa AK MaTtepi (YONoBiKy) ABOX AiTew BIKOH [0 15 poKiB, OANHOKIV
matepi (6aTbky), YBJ, HopHoOunbebka, LoAaTkoBa onnadyBaHa BianycTKa y 38’'A3Ky 3 HaBYaHHAM, MaTepi (6aTbky) y
Jornagi 3a AMTUHOK iHBamMiAOM, BiAMycTKa no 6ornaay 3a AWTUHOK NO JOCATHEHHIO He 3-X PiYHOro, 6 piuHOro BiKy) B
«KomiHTex Kuis «Kaapwu» ta EnektpoHHOMy A0KYMeHTOO0OBiry «1C»;

- BEAIEHHS BiliCbKOBOro 061Ky «OCHOBHI 3acaau»:

— nepesipKa BICbKOBO 00MIKOBUX AOKYMEHTIB Ha AiMCHICTb, 3aNOBHEHHA Ta BHECEHHS iX B 6asy;

— BpoHIOBaHHA 3a opraHisauieto;

— NoZlaHHA 3BITHOCTI MO BiCbKOBOMY 061Ky BiANOBIAHO A0 TEPMIHIB NoAaui Ta 3a3HaYeHUX HOPM 3aKOHOABCTBA;
— NepeBipKa cTaTycy BilicbKoBOro 06niky B «[1».

- 06/1iK TPYAOBMX KHXOK, BHECEHHA 3anuciB Npo poboTy, 3BiNbHEHHA, NepeBeaeHHs, 3MiHa 1B, BunpaBneHHaA
HenpasubHUX 3anuciB);

- NoAaHHA MOBIJOMIIEHHS NPO NPUIHATTA Ha PoBOTY, Koperytoua 3BITHICTb (MoMuIIKa B npaBunbHocTi 1B, AaTtv npuiimMoy) B
«M.E.Doc»;

- NiKapHAHI (NPOBEAEHHA Ta KOHTPOIb NiKapHAHKX Ha caTi MdY, nepeBipka NpaBMNbHOCTI 3aN0OBHEHHA NanepoBKX
niKapHAHMX 3a HEOOXIAHOCTI, PO3PaxyHOK CTaXy POBOTH, KOHTPOMb 3a AoBiakamu OK-5, OK-7, OK-9, dopmyBaHHA BUTArB 3
ETK — eneKTpoHHOI TpyZA0BOT KHWXKW, MOAAHHA CKaHIB TPYZOBOI KHWXKM Ta A0BIAOK NPO HaBYaHHS, BiicbKoBy crnyx0y ana
3apaxyBaHHeA 10 CTPaxoBOro CTaxy poboTw);

- NnepeBipKa Ta peaaryBaHHsA Tabenis 06niky podoyoro yacy B nporpami «KomiHtex Kuie «TabenbHuii 00miK»;

- HanpasneHHA NOLTOBUX NIUCTI Yepes YKPMoLwTy (PEKOMEHA0BaHWUX STIUCTIB, JIMCTIB 3 ONUCOM BKNAAEHHA (LiHHI TUCTH),
NOBIAOMITIEHHA MPO NPOrynu, 3BifIbHEHHA 3a BIACYTHICTIO 3B’A3KY NOHaA 4 micAui);


https://jobs.ua/rus/resume/kiev
https://jobs.ua/rus/login/?return_url=/rus/resume/pdf/1188995
https://jobs.ua/rus/register

- CYNpoBIiA KaHAMAaTIB Ha eTani npayesnalTyBaHHs (NepeBipKka JOKYMEHTIB, MOSICHEHHA 300py NOroAXeHb, HanpasneHHnA
Ha IHCTPYKaXi, HANMMCaHHA 3aABW Ha NPUUHATTA).

KaApOBHUK
Jlorictnunmi uetp "EniueHTp "Kanuuiska" (Toprieng), Kues
01.2021 - 06.2022 (1 roa 5 mecAues)

O6a3aHHOCTH:
OcHOBHi 060B’A3KMK:

- BeleHHA 0coBoBMX KapToK NpaLiBHuKIB (dopma M1-2)
Ta 0coBOBUX CMpaB;

- 0pOPMIIEHHA NPURHATTA, NepeBeAeHHA, NepeMillieHHA Ta 3BiNbHeHHA npayiBHuKiB B «1C 8.3» 1a «1C 3YTI1»;
- odopmMIeHHA Beix BMAIB BiANYyCTOK B «1C 8.3» Ta «1C 3YI»;

- CTBOPEHHs 00611iKOBKX AaHuX B nporpami Potamus (BBeAeHHs AaHWX NpauiBHUKA, ckaH ¢oTo, 06pobKa, ApyK BenaxmKa,
namiHyBaHHs);

- CyNpoBiZ KaHAMAATIB Ha eTani npaleBnalTyBaHHA (NepesipKka JOKYMEHTIB, MOACHEHHA 360py MiAnuciB, HanpaBrieHHs 3a
cel o4AroM, HanpasBfieHHA Ha IHCTPYKTaX, HanWcaHHA 3aABK Ha MPUAHATTA);

- 06/1iK TPYAOBUX KHXOK, BHECEHHA 3arnuciB Npo poboTy, 3BiNbHEHHS;
- NOAaHHA MOBIAOMSIEHHSA NPO NPUIHATTA Ha poboTy B «M.E.Doc»;

- NikapHAHI (NepeBipKa NpaBUIIbHOCTI 3aMOBHEHHS, PO3PAxyHOK CTaxy poBoTH, KOHTPOsb 3a Aosiakamu OK-5).

KaApOBHUK
HZAIl "YkpanrponpomnpoayKktusHicTe" (Haykosa cedepa aiansHocTi), Knes
12.2015 - 10.2020 (4 rona 10 mecAues)

O6asaHHOCTH:

Mpu3HauyeHui BiaNOBIAaNbHMM 3a BEAEHHA KaApPOBOro AiNoBoACTBa YKPAIHCbKOro HayKOBO-AOCIAHOMO iHCTUTYTY
MPOAYKTUBHOCTI arponpOMUCIIOBOrO KOMMJIEKCY.

OCHOBHi 060B’A3KM KaAPOBUKa YKPAIHCLKOrO HayKOBO-AO0CMIAHOMO IHCTUTYTY NPOAYKTUBHOCTI arpoOnpOMMUCIIOBOrO
KOMIMNEKCY:

- MiAroTOBKa HaKasiB KaApoBOi AiANbHOCTI (MPUtoM, NepeBeaeHHs, 3BifIbHEHHS, LLOPIYHI BiAMyCTKM, BiANyCTKM 6e3
36epexeHHn 3apoBiTHOT NnaTtu, 4oAaTKOBI onnavyBaHi BiANYCTKM, BIAMYCTKU NO AOrNsaay
3a AMTUHOKO A0 AOCATHEHHA HEeto 3-X, 6-TW PIYHOrO BIKY Ta iH.);

- NiArOTOBKA HaKasiB OCHOBHOI AiANbHOCTI (3aTBEPAXEHHA LUTATHOrO PO3MUCY, BIAPALKEHHA, HArOPOAXKEHHA, NPaso
MepLUOro Ta APYroro nianucy, NepeHeceHHs poBounx AHiB, AonnaTtu, HaabaBku, NPEMItOBaHHS, y4acTb y BUCTABKaX,
KOHdepeHLiAX, ceMiHapax Ta iH.);

- CKaZaHHA Ta 0OPMIIEHHA TPYAOBUX A0OrOBOPIB, KOHTPAKTIB, yroZ, GopMyBaHHsA Ta 065K 0COOUCTHX CnpaB NpaLiBHUKIB;
- opraHisauia Ta BeZieHHa TabenbHoro 061iky poboyoro yacy npauiBHUKIB;

- BeZleHHA 0051iKy BUKOPUCTaHWX BiZANMYCTOK NpaLiBHHKIB;

- 3[INCHEHHA 0OPMIIEHHA NTUCTIB TUMYACOBOI HenpaLes3aaTHOCTI NpaLiBHUKIB;

- 3filcHEHHA 00niKy Ta peecTpalif BiapALKeHb NpauiBHUKIB;

- CKnaZaHHsa, BeleHHA BCTaHOBJIEHOT 3BITHOCTI 3 0611iKy 0co60BOro cknaay Ta po6oTv 3 Kaapamu.

- 3anoBHeHHA Ta BeAeHHA TPYAOBUX KHUKOK I'IpaLIBHVIKiB.

O6pasoBaHue
BMYPOIJ1 "YkpaiHa" (Kues)

CneuunanbHOCTb: IHCTUTYT NpaBa Ta CycninbHMX BIAHOCKH
nonHoe Beicwee, 03.2014 — 09.2015 (1 roa 6 mecAueB)



HdononHutenbHoe o6pa3oBaHHue

« BiicbkoBuit 06niK Ha nianpvemtceax "CTAHOAPT"

3HaHu1e A3bIKOB

YkpaunHckuit - MNpoasuHyThI (cBoGOAHO)
JononHutensHo: YKpaiHcbKa — BinlbHO, POCiCbKa — BiflbHO, aHricbka — 6a30BUil.

JononHutenbHaa UHPopMmaLua

3HaHue komnbloTepa, nporpamm: BnesHenuni kopucTyBay nakety Microsoft Office (Exel, Word, Outlook, Power Point);. Maro
ZocBia po6oTH 3 TakuMK nporpaMamu, Ak «KomiHtex «Kaapu», KomiHTex «TabenbHuii 061ik», ENeKTpoHHUIA A0KYMEHTO0BIr
«1C», «1C v7 MNpeanpuatue», «Typhoon 2.2.», «M.E.Doc», «1C 8.3», «1C 3VYI», Potamus, KomiHTex, EnekTpoHHu#
ZIOKyMeHT006ir «1 C»; obpe Bonoaito MK Ta odicHO TexHiKor. 3Hato fiK NpaLtoBaTh B iHTEPHETI 3HAX0AMTU NOTPIOHY
iHpopmaLito. Mato noceiAYeHHs BOAIA KaT. «B».

JInuHble KauecTBa, X000M, yBneUYeHna, HaBblkKM: EQEeKTUBHO nnaHyto ceili poBounii yac Ta nocTaeneHi sasaaHHA. Mato
focTaTHi 3HaHHA B obnacTi kaapooi po6oTu Ta AinoBoacTBa. Beaxato cebe koMyHikabenbHo, HanonernnBot, 34aTHOK
[10 caMOHaBYaHHsA Ta BAOCKOHAsIEHHA Yy poBoTi NtoAMHO. [apaHTyro BUCOKY camoBiaavy, a TakoX akypaTHICTb, TOUHICTb i
rPaMOTHICTb BUKOHAHHSA CBOiX NOCaA0BUX (YHKLiOHaNbHUX 060B A3SKIB.
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