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	Position applied for/sought 1)= optimal job for me, 2)=good, 3)= still OK
	1) personal assistant
2) assistant/secretary
3) receptionist

	Available for employment: Odkdy mohu nastoupit
	January 1, 2005

	Basic personal information - Základní osobní informace

	Date + place
of birth 
	September 26, 1973
	Nationality, sex: 
	Czech, female

	
	Prague (31 Years)
	Marital status stav 
	single

	Address:
Adresa
	…
182 00 Prague 8
	Telephone:
Mobile Tel.:
	+420 606 ……

	E-mail, web
	 … 

	Education – Vzdělání

	Dates
Od kdy do kdy
	School/College/Institution
Škola / instituce
	Exams passed složené zkoušky

	1988-1992


	Business Academy of Dr. Edvard Beneš,

Specialization: General economy, 

Prague 2, Resslova 8
	Maturity exam


	Computer literacy 
Počítačová gramotnost
	Internet, MS OfficeXP MS Word, MS Excel, MS FrontPage, PowerPoint), Outlook Express, SQL – basis 

	Driving licence 
	B (cars up to 3.5 t)

	Knowledge of English – Znalost angličtiny
	Fluent 8 (of 10)

	Dates
	School/College/Institution 
	Exams passed 

	2003-2004

2002
1989-1992
	Private lessons
 

3 years of English at High school
	TOEFL 

Maturity exam

	
	Stay in English speaking countries  YES:

	2003                         
	¾ year waitress, housekeeper – in a hotel in USA

	1993 – 1994                         
	1 year Au-pair in Great Britain

	We work as gang of workmen 
	NO


	Work experience – Praxe

	Dates
	Job title/Responsibilites Funkce
	Organisation

	2000 – until  now 

2000 – 2002 
1999 – 2000 
1994 – 1998               
	Office manager

·   time-planning, travel arrangements,
· responsibility for administrative agenda, office managing
·   interpreting and translation from/to english
Propagation manager

· marketing analyses, propagation

· preparing marketing data for advertising dpt.
· preparing web presentation and competetions

Customer Service Agent

· receipts of orders and reservations

· assuring advertisting groundworks 

· providing prizes for competetions

Coordinator of Trade Services

· arranging new contracts 

· data setting, administration of database
	PEKADIS  a.s.
Prague 

EUROPRESS  Prague                                         
MONA VNU  Prague
                                                  
Pražská energetika a.s. Prague                                      



	State briefly why you would like to be employed in this job in the UK: Vysvětlete stručně, proč máte zájem o toto místo v UK

	I would like to gain new experiences, meet new people, improve my English, make some money...

	Give names and contact details of 3 referees. Two of these should be professional:  Uveďte 3 lidi, kteří Vás mohou doporučit. Z toho 2 po profesní stránce.

	
	1
	2 
	3

	Name:
	
	
	

	Position:
	Advertising manager
	Advertising manager
	

	Company:
	EUROPRESS k.s.
	MONA VNU
	PEKADIS a.s.

	Address:
	
	
	

	Telephone:
	
	
	

	Fax:
	
	
	

	E-mail:
	
	
	

	Police clearance Výpis z rejstříku trestů 

	Already cleared  YES (since January 2004)
	Clearance needed O výpis zažádám
	YES, I will get a new one

	Previous refusal of entry visa  NO

	I declare that the information I have given above is accurate.

I agree with discrete keeping this CV in ETRE just for finding my job.

Prohlašuji, že všechny výše uvedené informace jsou pravdivé.

Souhlasím s diskrétním uchováním CV v agentuře ETRE výlučně za účelem nalezení práce pro mne.

Informace smějí být zpřístupněny pouze odpovědnému zájemci o zaměstnance s mou profesí.

	Date Datum
	Signature Podpis

	October 27, 2004
	Jitka Oni Ch.



Previous Refusal of    Give full details, including dates, and reasons given, of any 


Entry Visa	        previous refusal to grant you entry into the UK, or any other country:





Police Clearance	       Already cleared	Clearance needed		 N/A


(If working with children) 			








