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KoHTakTHble AaHHble NPenoCTaBJAITCA 3a
AONOJIHUTEeNbHYI0O NaaTy. NMoapobHocTH
3pechb: https://www.rabota.md/ro/prices/cv

OdUCHbIN PAaOOTHUK /
Office Manager

(o}

~ 34 roda 060 MHe

Q@ MKeHckui
nepCOHaﬂbele HaBbIKW: OTBETCTBEHHOCTb, OpPraHn3oBaHHOCTDb,

© Kuwures CnocobHOCTb K BbICTPOMY 00YyYeHUI0, aHANUTUYECKNIA CKNaa
yYMa, MHNUMNATUBHOCTD, KOMMyHI/IKa6eﬂbHOCTb,
aAnnaomMmaTn4HOCTb

TOIN HaBbIKK

e PaboTa B KkoMaHpe : 13 sieT
e KoopauHauums - 9 sieT

e AyouT : 6 sieT ]
« AnanTaums COTPYAHNKOB - 6 Nu>xeHep OBK - Capital SRL - KnwnHes

JeT CeHTs6pb 2025 - HacTosee Bpems - 3 mecsla

OnbIT padoTbl

e CTpaTernyeckoe
YnpaBneHume - 6 sieT

e PaboTbl B KOMaHpe ' 4

- YCTaHOBKa, CTPYKTYpMpoOBaHME, KOHTPOJIb UCMOJIHEHNA 3a4aY,

- MOUCK 1 BeZleHNe MeperoBopoB C NMOCTaBLUNKAMN MaTepuasios
n obopynoBaHUA AN NPOEKTOB;

mecsua
- KOOpAVHMPOBaHUe paboTbl CybnoapAAYMKOB B paMKax
BbIMNOJIHEHMSA 06X NPOEKTOB;
n - yyacTvie B MOAroTOBKE T€HAEPHON AOKYMEeHTaLuu:
oXxenaHusa (hopMUpOBaHME 1 pacyeT KaslbKyALMA/CMET; CPAaBHUTE/bHbIN
* TMosHbIA AeHb aHaN3; KOPPEKTMPOBKaA U T.4.;
o TMBKNit rpacpmk - OCYLeCTB/IEHNE KOHTPONSA BbINOJIHEHNS MOHTaXHO-

CTpoUTENbHbIX PaboT cornacHo rpagukam;
e Ha Tepputopun paboTtonaTtens

- y4acTue 1 KOHTPOJIb (DOPMUPOBAHNS KOHTPAKTOB,
NPUIOXKEHW, akTOB NprUéMa-nepeaydm, CMETHON

OOKYyMeHTauunn, HaJ1oroBbliX HakKJ/laAHbIX, prﬂ,oyCTpOVICTBa n
A3bIKK T

e PyMbIHCKMIA - 5a30BbIl - HOPMMPOBAHNE TEXHNYECKON AOKYMEHTALUN: BeAeHne
0eJI0BON N TEXHMUYECKOW rnepenucku (opuumnanbHble
nMncbMa/3anpockl); pa3paboTka N KOPPEKTMPOBKA MNJIaHOB
MpPon3BOACTBEHHbIX paboT, rpadukos paboT;

- opraHu3auunsa paboyero npouecca s cyornoapaaymkos;

e Pycckum - PogHon

HaBblku ;

- BedeHne KoppecrnoHaeHUnn n apxmsmpoBaHue nojay4yeHHou
e PaboTa B KomaHae I/Iqu)OpMaLI,I/II/IZ MUCbMa, KOHTPaKTbl, MPOTOKOJ1bI, KaJlbKYyJ 1AL NN,
° ynpaBneHme KOMaH,ﬂ,OIZ MnJaHbl pa60T, rpanVIKI/I, HepTeXxun, akkpeantTauumn,

cepTuguKaTbl, OTHETHLI, NAcrnopTa roTOBOW NpoayKUUM v T.A4.
- MoarotoBKa 1 pefakTUpPoBaHME OOKYMEHTOB B MpOrpamMMax
Microsoft Office, Adobe Acrobat, WinCmeTa, PowerPoint,
ChatGPT, Grok n gpyrue.

e YnpasneHue lNpoekTamun

HaBblku: KoopanHauunsd, PaboTbl B KOMaHae
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ApmMmuHucTtpaTtop (ayaumT) - Grifon (Bizu, Gets) -
KnwunHes
Mawvi 2025 - HacTosLjee BpeMs - 8 MecsLeEB

- CTPYKTYpUpOBaHMe oTaena;
- B3auMogencTemne ¢ ApyrumMn genaptaMeHTamMmu N BHELWWHUMU
CTPYKTYypaMmu;

- NNaHupoBaHmMe paboyero npouecca, KOOpANHALNSA, KOHTPOJb
NCMOJZIHEHUS B CPOKU;

- BeAeHune TpebyeMon JOKyMeHTauuu;

- BHeApeHne HOBbIX BM3HEC-NMPOLLECCOB;

- paboTa c nporpammon IntelectSoft.

Hasbiku: AyauT, KoopanHauunsa, AganTtaunsa CoTpyaHUKOB,
CtpaTernyeckoe YnpasneHnune, PaboTa B KOMmaHAe

NH>XeHep (pen.dHepreTukm) - Horus Energy,
Vibropribor - KnwnHes
Mavi 2019 - [lekabpb 2024 - 5 neT 8 mecsueB

- YCTaAHOBKA, CTPYKTYPUPOBAHNE, KOHTPOJIb UCMOJIHEHWSA 3aay;

- MOUCK 1 BEeJleHNEe MeperoBopoB C NMOCTaBLUNKAMN MaTepuasios
n obopynoBaHUA ONs NPOEKTOB;

- B3aUMOLENCTBUE C APYrUMM AenapTaMeHTaMu 1 KOMMaHUAMM
XONAVHra ANs peannsaunn 3anay;

- KoopAnHUpoBaHue paboTbl cybnoapsanyYMKoB B paMKax
BbIMOJIHEHUA 06X MPOEKTOB;

- MOMOLLb Ha 3Tanax NoAroToBKW, MPOBEAEHUSA U NOJTyYeHUs
cepTudmKaLmm Ha NPOAYKLUIO /UK OeATeNbHOCTb;

- yvyacTuve B MOAroTOBKE TEHAEPHON OOKYMEHTaLMN
(conpoBoguTenbHasa Nnoggep xka): GopMrupoBaHMeE N pacyeT
KasbKyAUNIA/CMET; CpaBHUTESIbHbIN aHaNn3; KOPPEKTUPOBKA;

- NoJlyyeHne akkpeouTaunum AesTesnbHOCTU 1 aTTecTauumn
paboyero nepcoHana (PM n NMP);

- OCYLLECTBJIEHNE KOHTPOSA BbINOJIHEHUS MOHTAXHO-
CTpouTeNbHbIX PAaboT cornacHo rpagukam;

- y4acTue N KOHTPOJIb (POPMUPOBAHUA KOHTPAKTOB,
MPUI0>KEHUIN, aKTOB NpuUéMa-rnepenadn, CMETHON
OOKYMeHTauun, HaJloroBbiX HaklaOHbIX, TPYAOYCTPONCTBA U
T.0.;

- MpoBefeHne pacyéTta no opmMmpoBaHuto 6rog)keTa COBMECTHO
c bByxranTtepckum oTOENIOM;

- bopMMpPOBaAHME TEXHNYECKON OOKYMEHTaUMN: BeAeHne
0esI0BON N TEXHMYECKON nepenucku (opuumnanbHble
NMMcbMa/3anpochl); pa3paboTKa N KOPPEKTUPOBKaA MJ1aHOB
MPoOn3BOACTBEHHbIX paboT, rpadmkos paboT;

- COCTaBJIEHVE NPOTOKOJIOB, MACMOPTOB Ha FOTOBYO MPOAYKLNIO,
a Tak>xe CoraacoBaHue 1 NoAnucaHme C 3aKas3vyrmkoMm
(ymanéHHoe, 3/IeKTPOHHOE U MpPu JINYHbIX BCTpeYax);

- opraHmusauusa paboyero npouecca anaa cybnoapsayMKoB:
opMunpoBaHnEe TEXHNYECKON OOKYMEHTaLUun; ohopmieHne
OOKYMEHTOB HaéMHbIM pabounM (Nponycka, yaoCTOBEPEHMS,
aTTecTauumn) Ha obbekTax; Npu HeobXoAUMOCTU MOUCK
Xunnnowanu;

- CcorjlacoBaHue TexHuU4Yeckomn, (PUHAHCOBOMN, CMETHOWN
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OOKYMeHTauunn C 3aKa34MKoM

- BeleHne KOPPeCnoHAEHUMN N apXUBUPOBAHNE MOJTyYEHHO
NHMOPMALMN: MUCbMa, KOHTPAKThI, MPOTOKOJIbl, KaJIbKYJIALIWN,
nJaHbl paboT, rpauku, YepTexun, akkpeanTaunu,
cepTUdMKaTbl, OTYETHI, MAcCNopTa rOTOBOM MPOAYKLNM U T.A4.

- MoaroTtoBKa U pedakTUpPoBaHNE OKYMEHTOB B MporpamMMax
Microsoft Office, Adobe Acrobat, WinCmeTa v gpyrue.

- NepeBod OOKYMEHTOB C @aHIMIMNCKOro, PYMbIHCKOIO ”
Op.A3bIKOB Ha PYCCKUN A3bIK.

Hasbiku: AyauT, KoopanHauusa, CTpaTernyeckoe YnpasieHue,
ApanTtauuns CoTpyaHukos, PaboTta B KomaHae

MeHep>xep no npopa>xam - Horus Cable Group -
KnwnHes

Anpesb 2016 - NoHb 2019 - 3 roga 3 mecsua

- 'ydacCTtmne B TeHaepax

- MOUCK NoTeHUMnaNbHbIX KJINEHTOB, BeeHne rneperoBopos,
3aKJiro4eHne gorosopos

- BeeHune KnameHTckonm 6a3bl, Mprném n obpaboTka 3asBoOK,
opraHm3aumsa NoCcTaBKM OT MPOM3BOANTENSA A0 3aKa3ylMKa

- KOHTPOJIb 3a 0ebnTopCKON 3a40/IXKEHHOCTbLIO U
B3aVMoOpac4YéTamMm C mapTHEpPaMM

- MOUCK HOBbIX MOCTaBLIMKOB-MAapTHEPOB, BegeHme
neperoBopoB, 3aKJ/Il0YEHME NOrOBOPOB Ha MNOCTaBKY

- KOHTPOJIb 1 NPUEM ToBapa, BelleHne NoKyMeHToobopoTa

HaBblku: KoopanHauunsa, Pabota B KomaHae

9KOHOMMUCT - Horus Cable Group - KnwinHes
Anpesb 2016 - UioHb 2019 - 3 roga 3 mecsua

- pa3paboTKa LEeHOBOW NOJINTUKN OS5 CTapbIX U HOBbIX
KJIMEHTOB, (QOPMMPOBaAHNE NMPaANC-TMCTOB

- BeaeHune I'IepBI/IHHOIh 6yXFaJ’ITepCKOIZ AOOKyMeHTauunun

- KOHTPOJIb 3a AeBUTOPCKOMN 3a40/IKEHHOCTbIO U
B3aMMopac4éTaMu C NapTHEpaMu

- BeJeHne aHaInTU4eCcKon AeaTenbHOCTN NpeanpuaTus,
MapKeTUHIrOBblE UCCIe0BaHNSA MO PbIHKY KOHKYPEHTOB U1
npouvssoguTesnen

- hopMMpOBaHME OTHETOB MO NPo4akaM N ABUXKEHUIO
OEeHeXHbIX CpeacTs

HaBblkn: PaboTa B KomaHoe

MeHepn >xep No MapKeTUHry - Inspira marketing -
KuwnHes
ABryct 2014 - SlHBapb 2016 - 1 roag 6 mecsues

- KoopAnHaumns NpoeKTOoB CBbIle 5-7 opraHmnsaumnmn
rnapannesibHo, C pasHbIMU Ccrieynannsaumnsamm

- npoaBumxeHme n senoeHne O(pVILI,VIaJ'IbeIX CTpaHuu n CanToB,
HOBOCTHbIe/peKJ'IaMHbIe nopTasbl, MONCK N aHa/1N3 PbIHKOB
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3aKJIlo4eHVe N0roBOPOB
opraHmsaumsa GoToCbEMOK
ocyuwlecTBsieHne X0JI0OAHbIX 3BOHKOB, MONUCK HOBbIX KJINEHTOB

cocTaBfieHne busHec-NaaHa, OTYETHOCTb NPOBOANMbIX
MPOEeKTOB, aHaNn3 (pblHKa, Tabnnubl, CpaBHEHUS, OTYETHI)

HaBblkn: PaboTa B KomaHoe

MeHep >xep No MapKeTUHry - 1xBet - KuwinHes
ABrycTt 2014 - SiHBapb 2016 - 1 rog 6 mecsueB

- KOOpAMnHaUna NpoeKToB

- paboTa B CMWU (NnpoaBu>XeHne v BegeHne opurumanbHbIX
CTPaHWUL, 1 CanTOB, HOBOCTHbIE/PEeK/IaMHble MOopTaJsibl), MOUCK U
aHaNnN3 pPbIHKOB

- 3aKJiloHeHne gorosopos C I'IapTHépaMVI

- cocTaBsieHne busHec-naaHa, OTYETHOCTb NPOBOAVMbIX
MPOEKTOB, aHaNN3 pa3HbIX chep AesaTenbHOCTU (aHaNn3 pbiHKa,
Tabnnubl, CpaBHEHUS, OTYETHI)

HaBblkn: PaboTa B KomaHoe

MeHep)>xep no npopaxawm - Fourchette - benbLbl
ABryct 2011 - ABrycTt 2014 - 3 roga 1 mecsy

- BblKJlagKa N peandauna ToBapa

- OpraHmM3auuns MNAaHTaLnM ToBapa, COCTaBleHNe 3as8BoK
nocTaBLMKaM, ohopMeHe BO3BpaToB, paboTa ¢
PYKOBOACTBaMU (UPM, TOProBbIMM areHTaMu

HaBblkn: PaboTa B KoMmaHae

Xenaemble oTpacnau

e Pabo4nii nepcoHan
e VIH>KeHepus
e MeHeO>XMeHT

Obpa3oBaHue: Boicliee

Pe3iome gocTtyrnHo no agpecy: https://www.rabota.md/ro/resume/office/477615 CtpaHuua 4 n3 4
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