NOVAROBOTA. VDA Ony6ankoBaHo 01 chespans 2022r.

Saydam Nataliia

AKTUBHO nuy paboTy
Personal assistant

MonHaa 3aHATOCTb

Xenaemsbiin ropog paboTsl : Knes
HaTa poxaeHunsa: HeT gaHHbIX

Mon: XeHLWwmnHa

CeMeiiHoe nonoxxeHune: He yka3aHo
leTn: He ykasaHo

KOHTaKTHasa nHpopmaLlms

3aperncTpupymnTect Man BONAUTE 4TOObI OTKPbITh KOHTaKThl COMCKATENA

OnbIT paboTl

Personal Assistant

€ 09.2019 no 01.2022 (2 ropa 3 mecsua)

Software Company PrintMeet (Istanbul, Turkey)
(Solution of any complexity of tasks.

Providing with all necessary information upon request.

Conducting meetings and correspondence on behalf of the organization.

Accompaniment to management meetings.


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

Coordination of leadership, scheduling and calendar maintenance.

Receive and redistribute incoming calls, correspondence.

Translation from a foreign language including documents, mails and incoming calls.
The organization and support in the trips of the head.

Maintenance of the heads at protocol actions.)

Personal Assistant

€ 04.2016 no 06.2019 (3 ropa 1 mecsu)

Turkish House (Restaurant), UA Project

(Coordination of leadership.

Scheduling and calendar maintenance.

Conducting meetings and correspondence on behalf of the organization.
Providing with all necessary information upon request.

Receive and redistribute incoming calls.

The organization and support in the trips of the head.

Maintenance of the heads on protocol actions.

Ensure the microclimate in the office.)

Translator

c 01.2014 no 03.2016 (2 ropa 1 mecsu)
Alliance (Consulting / Auditing)
(Written translations of documents and contracts.)

Ilenosble 1 NNYHbIE KavyecCcTBa

HaBbIKW NPOBEAEHNS YCMNeLUHbIX NeperoBopoB C KJAWEHTaMI, OTBETCTBEHHOCTb, YMeHNe yoexaaTb U
[0roBapunBaThCs, CTPEMIEHNE K CAMOCOBEPLLEHCTBOBAHWIO, OTBETCTBEHHOCTb, 0BLLMTELHOCTD,
LieneyCTPEMIEHHOCTh

[lononHnTenbHble CBeAeHNA

Skills and Achievements:

Ability to work independently and in a team;



Literacy;
Knowledge of foreign language;
The ability to keep records and correspondence in accordance with regulatory requirements;

Ability to work in multitasking mode, diligence, discipline, fast learning, motivation to grow inside the
company;

Stress resistance.

O6pa3oBaHue

National University of Life and Environmental Sciences of Ukraine Kyiv

Bbicwee , ¢ 2014 no 2015 (1 ron)
Translation Faculty Master degree,

BnageHue g3blkamMu

AHFIMACKUIA — OMbITHBIN
Hemeukuin — 6a308BbIn

https://novarobota.ua/index.php/resume/personal-assistant-243098



