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Personal details:

Date of Birth:



November 27, 1981 (23 years)
Telephone:



+420 604 ... ...
E-mail:



......@......... 

Marital status:


single

Driving license


B (since 1999)
Computer literacy:
Ms Excel, Word, Access, Money 2000, 
Outlook, PowerPoint, GSS, and RMS

Education and qualifications:

09/1997 – 05/2001


Economic High School 






GCE in Czech and English 

                                                      
Language, Economy, Accounting

10/2001 – 06/2002


Amesrham & Wycombe College

                     



First Certificate

Work experience:

09/2002 – 05/2003


Ostrava region Court of Law
Post:




typist

Responsibilities:
writing letters, taking care about clients,
working on PC, telephone contact

09/2002 – 02/2003


Slůně  Education Company
Post:




lector

Responsibilities:


teaching English for beginners

05/2003 – 02/2004


iMi Partner Ltd.

Post:




assistant senior key account manager
Responsibilities:
making offers (Power Point), orders, complains, 
communication with business partners etc.

02/2004 



Deloitte Central Europe Limited
Post:




Receptionist/Team Assistant

Responsibilities:
telephone contact, writing business letters,  make reservations
(hotels, taxi in the Czech Republic or abroad) organize meetings, trainings,
order office equipment and refreshment, etc. 
Prepare attendance list, work with GSS (Global Stuffing System),  set up interviews, and work with RMS (Recruitment Management System).
Other skills:
I know German language a little bit, I can write business letters,
and I am positive, cheerful and can work as a part of team.

[image: image2.jpg]



