NOVAROBOTA."A OnybnunkoBaHo 17 depans 2022r.

BepbeHko HaTanis

AKTUBHO nuy paboTy
MeHenxep 3 agMiHICTPAaTMBHOI AiSNbLHOCTI, JOKyMeHToobiry, ainosoa, 18000 rpH

MosiHas 3aHATOCTb

Xenaemsbiin ropog paboTsl : Knes
laTta poxaeHns: HeT OaHHbIX

Mon: XKeHLwmHa

CemeiiHoe nonoxeHne: He yka3aHo
leTn: He ykasaHo

KOHTaKTHasa nHpopmaLlms

3aperncTpupymnTect Man BONAUTE 4TOObI OTKPbITh KOHTaKThl COMCKATENA

OnbIT paboTl

MeHen)xep 3 agMiHICTPaTUBHOI QiANbHOCTI
TOB «l'ecTnang YkpaiHa», Knes
(Chbepa misNbHOCTI - HaAAHHA MEeANYHUX NOCAYT

®yHKUioOHaNbHI 060B’A3KN:

CYnpoBif, KOOPAWHYBaHHS KIEHTIB BiAMNOBIAHO A0 iHAMBIAYaNbHUX rpadiKiB
CKNajaHHA Ta BeAEHHA CYNPOBOAXKYI040I JOKYMEHTaLil, LoroBopiB, CAiBNpaLs 3 HOTapiyCcoM, BeAeHHS
nepsuHHOI byxranTtepii, poboTa B MK KOMNaHii)


https://novarobota.ua/index.php/registration-company

Odric-aamiHicTpaTop

TOB «JokymeHTanbHWi cepBic» (YKpaiHCbKa ApxiBHa KomnaHis), Kues
(Cchepa HisnbHOCTI - HaflaHHA MOBHOIO CMEKTPY NOCAYr 3 apxiBaLii Ta 36epiraHHa JOKYMEHTIB

®yHKUioHaNbHI 060B’A3KN:

- 3abe3neyeHHsA XNTTERIANBHOCTI odicy, BeAeHHA LOKYMeHT00biry komnaHii ( NiAroToBKa Hakasis,
pO3MopsALAKEeHb, NCTIB, BIANOBIAEN Ha 3aNnTW, AOBIAOK, IHCTPYKLIA, NPOTOKOIB 3acCigaHb Ta iHLL.
LOKyMeHTIB), 06pobka TenethoHHMX A3BiHKIB, poboTa B CRM

* MiAroTOBKa NakeTy LOKYMEHTIB A4/15 y4acTi B TeHAepax, NiCnaTeHAepHa CriBnpaus 3 KJiEHTOM

* CKJlafiaHHA [LOroBOPIB, PO3PaxyHOK KaibKysLii, B3AEMOAIA 3 Kyp'€EPCbKMMM | MOWTOBUMM Cayxbamu
* OpraHisauis Bigpsa)eHb NpauiBHUKIB, KOHTPOb B04XeTy Ta (hOPMyBaHHA NakeTy AOKYMEHTIB ANS
KOXXHOMO BigpAOXeHHS

06nik Ta 36epiraHHsA LOKYMEHTIB y KOMMNaHii BignoBiAHO 4O HOMEHKNATYpPW i HOPMAaTUBHUX aKTiB)

KepiBHUK

TepuTopianbHMIN KOMITET «LleHTpanbHMIN» 3aBOACHKOro panoHy M. KaM’'sHCbKe
(Chepa pisnbHOCTI - [lep>xaBHe ynpaBAiHHS 3araJbHOM0 XxapakTepy

®yHKUioOHaNbHI 060B’A3KN:

- BeleHHA JOKYMeHT00biry KomiTeTy, NiaHyBaHHS, OpraHi3ayis Ta KOHTPOJIb poboTy cniBpobiTHMKIB

* NPVNOM FpOMafsH 3 CoUialibHUX, MOBYTOBUX, KYbTYPHUX Ta iHLWWX NATaHb MiCLLEBOro 3HaYeHHs B
MeXxax KOHCTUTYLIT i 3aKOHIB YKpaiHu

* MiAroTOBKa, MPOBELEHHS Ta AOKYMEHTapHWI CynpoBig Bubopynx KoHgepeHuin, 36opis, rpoMaacbKux
CNyXaHb Ta iHLWWX 3ax04iB

OcobucTi BoCArHeHHs:

* CTBOpUIIA YHipiKOBaHY LOBIAKOBY CUCTEMY ASIA KOMYHaNbHWX i colianbHUX cayxb, noniuii, MHC wopao

pO3TallyBaHHS agpec ByauUb i By gMHKIB MPMBaTHOro CEKTOPY 3aBOACHLKOI0 paioHy M.KaM'gHCbKe Lo
CNpocTuao poboTy AaHux cayxb npu aBapinHMX Ta iHWKUX TEPMIHOBUX NMUTAHHSAX)

Ilenosble U NNYHbIE KavyecCTBa

OTBETCTBEHHOCTb, NMYHKTYaJIbHOCTb, BbICOKaAd pa6OTOCI'IOCO6HOCTb, OpPUEHTAUNA Ha pe3ynbTaT

ﬂ,OI‘IOJ‘IHI/ITeJ'IbeIe cBeaeHnA

KOMIT'KOTEPHI HABUYKW: BneBHeHMin KopucTyBayd nakeT MS Office (Ha piBHi ekcnepTa), Google Docs,
CRM, CE[l, enekTpoHHa MoLUTa, iIHTEPHET (NowyK i cucTemMmaTm3salis HeobxigHoi iHhopMaLii), coumepexi,
KnieHT-baHkK

3HAHHA MOB:

YKpaiHCbKa: LOCKOHaNo



Pocincbka: gockoHano

AHrfincbKa: nocepenHb0

NMPO®ECINHI HABMYKW Ta OCOBUCTI SKOCTI: 3HaHHS AiN0OBOACTBa Ta LOKyMeHT00biry BiANoBiAHO A0
CTaHLapTiB, KOMyHiKabenbHICTb, BiANOBIAaNbHICTb, OPraHi30BaHiCTb, YBaXKHICTb, iHiLiaTUBHICTb,
CTPYKTYPHE MUCJSIEHHS, BUCOKMI CTYNiHb 34aTHOCTI 40 HAaBYaHHSA; BUBAXXEHICTb Y NPUNHATTI PiLleHb,
6e3 WKigamBMx 3BNYOK

O6pa3oBaHue

AHINPOA3EePXKUHCBKUI IHAYCTPIaNbHUNA IHCTUTYT

Bbiclwee , ¢ 1987 no 1992 (5 neT)
®akynbTeT: IHXeHepHo-NedaroriyHMn CneumansHOCTb: Nefarorika,

BnageHue g3blkamMu

AHT IMACKUIN — 6a30BbIN

https://novarobota.ua/index.php/resume/menedzher-z-administrativnoi-diyalnosti-dokumentoobigu-dilovod-24
3221



