R ! B @ T ﬁ Cant noucka pa6otbl Nel B MongoBe

Pestome om 17 Masi 2024

Office manager, secretara Buiucani
sau Centru de la 9.00-17.00

>KeHwmHa, 36 neT, Bbicllee obpa3oBaHue.

KoHTaKTHble AaHHble coucKaTesnis AOCTYMHbI TO/IbKO Ha nnaTtHoii

ocHoge. Mogpo6Hee no ccbiike: http://www.rabota.md/cv/

3apnnata 9000 MDL
paduk paboTsl MonHbIn pabounii geHb
KuwmnHes KuwnHes
OnbIT paboThbl 11 net

pespans 2015 -no  Office manager
HacTosiLee Bpemsi

IPCES ,, Univers Academic”
(KnwinHe), AgMUHUCTpaTUBHasA paboTa, cekpetTapuar

- inregistrarea managerilor si educatorilor la cursurile de perfectionare
- inregistrarea si gestionarea corespondentei primite/ emise;

- preluarea si distribuirea e-mail-urilor, faxurilor;

- receptionarea apelurilor telefonice;

- eliberarea certificatelor

- organizarea intilnirilor, sedintelor, seminarelor.

asryct 2014 - auBapb 2015 Office manager

Centrul de studii ,,Baco”
(KnwimHe), AGMUHUCTpaTUBHasA paboTa, cekpetTapuar

- receptia, inregistrarea, evidenta si repartizarea corespondentei
- lucru cu tehnica de birou (fax, printer, scaner, xerox),
- lucru cu PC la nivel avansat (Word, Excel, Internet).

anpens 2013 - asryct 2014 Office manager ,ajutor contabil

IM,, Donerci" SRL
(KvnwwnHeB), AoMUHKUCTpaTMBHan paboTa, cekpetapumar

- efectuarea ordinelor de plata,a facturilor;

- receptia, inregistrarea, evidenta si repartizarea corespondentei;
- lucru cu tehnica de birou (fax, printer, scaner, xerox),

- lucru cu PC la nivel avansat (Word, Excel, Internet),

- procesare rapida si corecta a informatiei;

- planificare si organizare intilnirilor, sedintelor.

Pe3stome docmynHo no adpecy: https://www.rabota.md/ru/resume/resume/420221


https://www.rabota.md/ru/resume/it/420221
https://www.rabota.md/ru/prices/cv

OGpa3soBaHue Bhicllee 06pa3oBaHue

Universitatea de Stat din Moldova, Stiinte economice

no 2009 Finante si banci

KnioueBble HaBbIKU

- tehnica de birou (fax, printer, scaner, xerox),
- calculator la nivel avansat (Word, Excel, Internet),
- cunoasterea tehnicii de birou

BnageHve A3bikamu

PyMblIHCKWiA PopHoii

Pycckuia BasoBblii

[AononHutenbHas UHpopmayua

paxgaHcTBO PymbIHNA
BopguTtenbckue npasa B

Punctualitate
Luru Tn echipa
Planificare
Coordonare

O cebe
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