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Saydam Nataliia

AKTUBHO LIyKato poboTy
Personal assistant

[MoBHa 3aMHATICTb

baxxaHe MicTo poboTu : Knis
[aTa HapoL )KeHHA: HeMae gaHnx
Ctatb: XiHKa

CimenHni cTaH: He BKa3aHo
[HiTn: He Bka3aHo

KoHTaKTHa iHhopMauis

3apeecTpynTeca abo yBingiTe Wwob BioKPUTU KOHTAKTK MOLIYKaYa

Noceig poboTu

Personal Assistant

309.2019 no 01.2022 (2 poky 3 micau,i)

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/ua/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

304.2016 no 06.2019 (3 poky 1 micaub)

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

301.2014 no 03.2016 (2 poky 1 micsiub)
Alliance (Consulting / Auditing)
(Written translations of documents and contracts.)

[linoBi i 0COBUCTI AKOCTI

HaBMYKUN NPOBELEHHS YCMILIHNX NEeperoBopiB 3 KAiEHTaMu, BiANOBiAa/IbHICTb, BMIHHA NMepeKoHyBaTW i
LOMOBASATUCS, NMParHeHHs 40 CAaMOBLOCKOHAJIEHHS, BiAMNOBIAaNbHICTb, TOBAPUCHKICTb,
LinecnpsMoBaHiCTb

JlonaTKOBI BIJOMOCTI

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.

OcBiTa

National University of Life and Environmental Sciences of Ukraine Kyiv

Buwa , ¢ 2014 no 2015 (1 pik)
Translation Faculty Master degree,

BonofgiHHa MoBaMu

AHFMNCKUIA — OOCBiOAYEHNIA
Hemeukun — 6a3zoBun

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



