Highlights of Qualifications: (Select 5 boxes)

OcHoBHble kBanudukauyum: (Bbibepure 5
NYHKTOB)

[ Excellent leadership skills with the ability to work
independently or in a team environment

[] A strong team player who is flexible and well
organized

] Strong understanding of time management and
attention to detail

[] Enjoys interacting with customers and ensuring they
are happy with their experience

[ Able to communicate with diverse populations
and/or groups

[] Demonstrates ability to be a self-starter

L] A consistently punctual and reliable employee who
is willing to do whatever is needed to get the job done
well

[] Demonstrates accuracy, attention to detail and
ability to work well in a team environment

] Able to communicate and interact effectively with
individuals of all levels, including co-workers,
management or clients

[1 Demonstrates the ability to use logic and reasoning
to identify the strengths and weaknesses of alternative
solutions, conclusions, or approaches to problems

[ A hard working and loyal team member willing to
take on any assignment

[ Excellent customer service and communication skills

[J MpeBocxoaHble NMaepckMe HaBbIkK, YMEHNE
paboTaTb Kak caMOCTOSITeNbHO, TaK U B KOMaHe

(] YBepeHHbI KOMaHOHbIA UTPOK, KOTOPbIN
crnocobeH npucnocabnmeaTtbcs kK 00CTOATENBLCTBAM
N XOPOLLO OpraHM3oBaH

LI Mny6okoe noHnMaHue ynpasrneHus BpeMeHeM 1
BHUMaHue K getansam

O JiobuT obLwaTtbes ¢ KNMeHTaMmn 3ab0TACL O TOM,
4106 MM NOHPABUIOCH KAYECTBO OOCNYXMBaHUS

1 CnocobeH obLwaTtbcs ¢ HaceneHnem 1 rpynnamm
pasHbIX KaTeropui

U MposiBnsgeT UHMLUMATUBHOCTb

[0 Bcerga nyHKTyanbHbIA U HaOEeXHbIA COTPYOHUK,
roToBbI coenaTh Bce, YTO Heobxoaumo Ans
Ka4eCTBEHHOTO BbIMNONHEHUs paboThl

[0 [leMOoHCTpUpyeT TOYHOCTb, BHUMAHUE K AeTansm
1 cnocobHOCTb XopoLLo paboTaTk B kKOMaHae

[J CnocobeH obwatbest n 3heKTUBHO
B3aMMOLENCTBOBATb C III0AbMMU BCEX YPOBHEN,
BKIt0Mas KOnner, pykoBOACTBO UK KITMEHTOB

U lemoHCTpUpyeT CNOCOBHOCTL MCNOMb30BaTh
NOTVKY W apryMeHTaumio Ans onpegeneHns
CUINbHbIX U cNabbIX CTOPOH anbTepHaTUBHbIX
peLLeHuiA, BbIBOAOB UMW NOAXOA0B K pobnemam

U Tpyoontobusbiv 1 briaroHagexHbIn YneH
KOMaHAbl, FOTOBbIV B35STbCA 3a Nobyto 3agavy

L OTnmyHoe 0bcnyXnBaHme KIMeHToB U
KOMMYHUKaTMBHbIE HaBbIKU




[ Take pride in working hard and the feeling of
accomplishment

[ Able to work with diverse customers ensuring
positive experiences

[ Over
exceptional customer service

years of experience providing

[ Excellent computer skills with experience with
Microsoft Office Products

[ A strong team player who is able to please
customers under all circumstances

[] Assertive, self-motivated, goal-oriented, organized
and efficient

[ Honest, friendly, excellent communication skills,
both written and verbal

] Skilled at organizing complex projects, defining
project priorities, and delegating tasks

[ Consistently and actively looking for ways to help
people

L] A dedicated employee, focused on staying on task
and completing work that exceeds expectations

1 A dependable employee with a commitment to gain
100% customer satisfaction.

[ Possess strong communication skills with the ability
to listen to customers and respond appropriately

[ A genuine personality with focus on punctuality and
reliability

] MopauTcs ycepaHon paboTon 1 JOCTUXKEHMEM
uenen

1 YMeHue paboTaTtb C pa3HbIMU KITMEHTaMMU,
obecneyrBasi NO3NTUBHbIA OMbIT

Ll Bonee neT onbiTa NpefocTasneHns
Ka4eCTBEHHbIX YCNyr KNMeHTam

[ MpeBocxoaHble HaBbIKM paboThbl C KOMMLIOTEPOM
C onbITOM paboTbl ¢ NpogykTamu Microsoft Office

1 YBep€eHHbIN KOMaHOHbIA UTPOK, COCOOHLIN
YrOAMTb KNTMEHTaM B NMobbix 06CTOATENBCTBAX

1 HacTon4mBbIiiA, MOTMBUPOBAHHBIN,
LeneycrpemMreHHbI, OpraHN30BaHHbIN U
CMOCOOHbIN

1 YecTHbIn, OBpOXENaTENBHbIN, OTIINYHbIE
HaBbIKN OOLLIEHUNS, KAK MUCbMEHHbIE, TaK U YCTHbIE

1 YmeHune OpraHn3oBbiBaTb CJ10XHbI€ NMPOEKThI,
onpenenAaTb NPUopuUTeTbl MPOEKTOB U
penernpoBartb 3aga4u

[ MocnepoBaTenbHbIA U aKTUBHbIA MOUCK
cnocoboB NoOMOLLK N0AAM

[ MpeaaHHbIn paboTHMK, COCPEAOTOYEHHbIV Ha
BbINOMHEHUM 3a4aHN U 3aBepLUeHNs paboThl,
KoTopasi NPeBbLILLIAET OXUOaHUS

LJ HagexHbIn COTPYAHMK 3aHTEPECOBaHHbIV B
obecneyeHun 100% ya0BNEeTBOPEHHOCTM 3aMpoCcoB
KINMEHTOB.

(] BnapeeT cunbHbIMU HaBblkamMu OOLLIEHUS C
BO3MO)XHOCTbHO BbICIYLUMBATb KIIMEHTOB U
[encTBoBaTb COOTBETCTBEHHO

] ickpeHHUI YenoBek cOCpeaoTOYEHHbIN Ha
NYHKTYanbHOCTU U HAOEXHOCTK




] Maintains high attendance standards and a desire to

help work teams out wherever needed

[ Bilingual: What languages do you
speak?

[] Food Handlers Card Certified

[ Other Certifications:

L1 MopaepxmBaeT BbICOKME CTaHAAPTbI
noceLaemMocCTy 1 XXernaHne NoMoraTb COTpyaHUKaM
B Crly4ae HeobxoaMMOoCTH

[BYS13bIYHbIN: HA KAKNX SA3bIKax Bbl
rosopute?

LI CepTtudmumpoBaHHbin: Kapta paboTHuka
MULLLEBON NPOMBILLIEHHOCTH

U Opyrue ceptudunkatsl:

Relevant Experience: (Select 5 from the section that
applies to your experience. EDIT TO CUSTOMIZE)

CooTBeTCTBYOLWUM ONbIT: (BbIGEpUTE 5 N3
paspena, KOTopbIii OTHOCUTCS K BalleMy OnbITy.
OTpenakTupyuTe, ecrnv Heo6xoanmo)

Restaurant/Fast Food:

PectopaH/cacTt-cdya:

[J Cleaned food preparation areas, cooking surfaces,
and utensils, maintaining sanitation, health, and
safety standards in work areas

[J Cooked and packaged batches of food, such as
hamburgers and fried chicken, which are prepared
to order or kept warm until sold

] Operated large-volume cooking equipment such as
grills, deep-fat fryers, or griddles

[J Read food order slips or received verbal

instructions, and prepared and cook food according

to instructions

[J Y6upanu nomeLLeHne Ans NpuroToBneHus
NMULLN, pa6oq|/|e NOBEPXHOCTU U KYXOHHbIE
npunbopbl, cobniogas ctTaHaapTbl cCaHUTapum,
300poBbs M 6esonacHOCTU Ha paboymx mecTax

[J FoToBWMM 1 yNakoBbIBanu NapTumy NULLKM, Takue
Kak raMbyprepbl 1 )xapeHas Kypuua, KoTopble
rOTOBSATCS MO 3aKa3y UK XPaHATCS B TEMNOM
TEeMMepaTypHOM PEXUME A0 NPoAakKU

(] PaboTtanu ¢ KyxoHHbIM 060pyaoBaHMeM A4S
NPUroToBNEHUSA NULLM B BonbLunx obbemax,
TaKUM Kak rpunu, puUTIOPHULLI U CKOBOPOAbI

LI Ynutanu 3akasbl Ha egy unu nonyyanu ycTHole
WHCTPYKLUUW 1 FOTOBMNW €4y B COOTBETCTBUN C
NHCTPYKUNSMU




[ Served customers in dining areas that specialized in
fast service and inexpensive carry-out food

[ Requested and recorded customer orders, and
computed bills using cash registers

[ Kept track of inventory, and notified kitchen
personnel of shortages or special orders

[ Communicated with customers regarding orders,
comments, and complaints

[ Prepared daily food items, and cooked simple foods
and beverages, using proper safety precautions and
sanitary measures

[J Took food and drink orders and received payments
from customers

[J Relayed food orders to cooks, recorded food and
drink orders, and computed bills using POS cash
registers

O Other:

O OGcnymwaanM KIMNEeHTOB B 3aBeEeHNAX
6bICTp0FO nMTaHNA N Hegopororo NUTaHnA Ha
BbIHOC.

U MpuHmanu 1 3anuckiBanu 3akasbl KMMEHTOB U
paccuYnTbIiBanNM cHeTa C MNOMOLLbIO KACCOBbIX
annaparos.

(1 Benu y4yeT nHBeHTaps 1 coobLianu nepcoHany
KyXHM O HEXBATKE UIK crneumarnbHbIX 3aKkasax.

1 BsaumoaencTeoBanm ¢ KnmeHTamu
OTHOCUTENBbHO 3aKa30B, KOMMEHTaPUEB U
xanob.

] NoToBMnM noBcegHeBHbIE OrtoAa 1 roToBUMK
NPOCTYIO efy U HanuTKK, cobnioaas
HeobxoanmMble mepbl 6e30nacHOCTU 1
caHuTapumn.

O MpuHMManu 3akasbl Ha ey Y HanUTKA 1
NPUHUMANN NNATEXN OT KIMEHTOB

[ Nepenasanu 3akasbl Ha ey nosapy,
3anucbIBanu 3akasbl Ha ely U HanuTKu 1
PaCCYUTLIBANM KIMEHTOB C MOMOLLbIO
KacCOBbIX annaparos ¢ POS-TepMuHanamu.

U1 Opyroe:

Retail Experience:

OnbIT paboTbl B pO3HMYHOMN TOProBne:

[] Greeted customers and worked directly with each
customer to identify both theirs wants and needs

[ Described, recommend merchandise and explained
use, operation, as well as care of merchandise to
customers

U MpuBeTcTBOBaNM KNMEHTOB 1 paboTanu ¢
KaxabIM KIMMEHTOM ANng onpeaeneHus nx
noTpebHOCTEN 1 XKenaHui.

1 OnucbiBanu, pekoMeHaoBanu ToBaphbl 1
00BbACHANM UX UCNorb3oBaHue, paboTy, a
TakKe yXof4 3a HAMU KNUEeHTaM.

1 PaboTtanu ¢ pasnuyHbIMK rpynnamMu HacerneHus,
oTBEeYanu Ha BONpOCkl O MarasuHe.




] Worked with diverse populations, answered
questions regarding the store

] Provided prompt, courteous customer service to
customers and escorted them to appropriate
locations

] Computed sales prices, total purchases and received
and processed cash or credit payments

] Maintained knowledge of current sales and
promotions, policies regarding payment and
exchanges, and security practices

] Cleaned, stocked, and restocked display cases and
workstations in preparation of next shift

] Communicated with customers regarding orders,
comments, and complaints
(] Other:

1 ObecneumBanu ObICTPOE, BEXINBOE
obcnyXnBaHue KINMEHTOB 1 CONPOBOXAANM UX K
HeobxoaMMbIM OTAenaMm.

[0 CunTanu ueHbl Ha ToBap, 06LLYH CyMMY
MOKYMNOK, NPYHMMAanM 1 NpoBOAUNY onfary
KpeauUTHON KapTOYKOW U HAaNUYHLIMM.

U Bbinu B Kypce TEKYLLUX akumi 1 NpeasioxeHun,
npasun onnatbl 1 06MeHa TOBapoB, a TaKkke
npakTuk obecneyeHns 6e3onacHoCTy.

[0 Y6upanu, nonosnHsAnm n opopMsnm BUTPUHBI U
pabouyne MecTa B NOAroTOBKE K criedytoLLei
CMeHe.

1 OBwanumck ¢ KnMeHTamm no NoBOAY 3aKasos,
KOMMeHTapueB U xanob.

U Opyroe:

Customer Service:

O6cnyXnBaHue KIMeHTOoB:

[0 Able to provide prompt and friendly customer
service

[ Able to communicate well with diverse
populations, understanding both their wants and
their needs

[] Greeted customers upon entering the
establishment and thanked them for their business
as they exited

[J Responded to telephone inquiries, providing
quality service to customers and associates
inquiring about the availability of products or
status of orders

[J Checked to ensure that appropriate changes were
made to resolve customers' problems

1 YmeHune npeanocTaBnATb onepaTtnBHOE U
Ka4yeCTBeHHOe O6CJ'Iy)KVIBaHVIe.

[ YMeHune adpdheKTMBHO 06LLATLCS C pa3nnyHbIMU
rpynnamm HaceneHusi, NOHMMas UX XXenaHus u
notpebHoCcTM.

[J MpuBeTCcTBOBAsNM KIIMEHTOB MO UX NMPUX0ZyY B
3aBegeHune 1 Gnaroaapunm Ux 3a NoKynku npu
BbIXoZe.

1 OTBeyanu Ha TenedoHHbIe 3anpockl,
npegocTaBnsas kKayeCTBEHHOE obcnyXunBaHue
KNUeHTaM 1 CoTpyaHMKaM, MHTEPECYOLLUMCS
HanMynem TOBapOB UMK COCTOAHMEM 3aKa30B.




[ Listened attentively to customers’ needs and
desires in order to ensure a positive customer
experience

] Maintained a clean and organized workspace for
both team members and customers

[ Consistently thank customers for their business
and ensured their needs had been met

] Worked directly with customers to provide
information about products, or services

[ Enthusiastically welcomed customers upon
entering the restaurant and promptly seated
them

[J Maintained a clean and well organized lobby and
dining area to enhance customer’s experience

[ Thanked customers as they exited the restaurant
and made sure that we appreciated their
businesses

[ Restocked product and supplies to ensure both
customers and staff had adequate supplies

[ Kept records of customer interactions or
transactions, recording details of inquiries,
complaints, or comments, as well as actions
taken

[ Resolved customers' service or billing complaints
by exchanging merchandise or refunding money

[ Diffused angry or disgruntled customers by being
apologetic and understanding of their problem,
assessing the situation and the validity of the
complaint, and created a mediated solution

[ Effectively and efficiently provided information
about products or services, created and canceled
accounts by telephone or in person

1 Y6exganucb, YTo COOTBETCTBYHOLLINE
N3MeHeHNsi ObINn BHECEHBI NS PeLLeHus
nNpobnem KNmneHToB.

] BHMmaTenbHO npucnyLmnBanuce K
NOTPEBHOCTAM U XKeNaHUsAM KITMEHTOB, YTOObI
obecneynTb UM NO3UTUBHBIN OMbIT.

] MoaaepvBany YACTOe U OpraHn3oBaHHOe
paGoyee NPOCTPaHCTBO KakK AN YreHoB
KOMaH[bl, TaK U Ans KINEeHTOB.

] Brnarogapuni KNMEHTOB 3a UX MOKYMKU U
3ab0TUNUCH 0 YAOBMETBOPEHUN UX
notpebHocTeN.

1 PaboTanu HENOCPEACTBEHHO C KNMEHTaMMU,
npenocTaBnsas MHPOpPMaLMIO O ToBapax Unu
ycnyrax.

U OpyxentoOHO NpMBETCTBOBANM KIIMEHTOB MO
npuxoay B pecTopaH 1 nomorany UM HanTu
MEecTO.

O Flop,,qepmMBanM YUCTbIMU N ONPATHBIMW XOII U
CTONnoBYyHo, YTOObI YNyYLWUTb ONbIT KIMUEHTOB.

(] bnarogapwnu KNMEHTOB, Koraa OHW Nokuaanu
pecTopaH, 1 AaBanu NoHsITb, YTO Bbl LEHUTE UX.

[J NMononHAnu ToBapbl U NPUHAANEXHOCTA, YTOOLI
obecnevnTb JOCTaTOYHBIN 3anac Kak Ang
KNWEHTOB, Tak 1 ANg nepcoHana.

1 Benu 3anucu o paboTe ¢ kKnMeHTamu nunm
TpaH3aKUMsaX, 3an1cbiBas AeTanu BOornpocos,
»)anob nnn KOMMeHTapueB, a Takke NPUHATBIX
mep.

[ Pewanu xanobbl KMMEHTOB OTHOCUTENbHO
obcnyxuBaHus nu pacyeTos, obMeHnBas
TOBap UnNu Bo3Bpallas OeHbIN.

[J YcnokauBanu pasapaxeHHbIX Unm
HeO0BOMbHbIX KNNMEHTOB, MPOABNASA NOHUMaHue
UX NpoGrem, oLueHNBast CUTyaLmio U




] Able to work with customers over the phone and
in person in order to provide world class
customer service

] Observed customers and the environment to
ensure customers were safe

[] Described merchandise and explained use,
operation, and care of merchandise to customers

[ Other:

000CHOBaHHOCTb Xanob, a Takke NpUHMMas
KOHCTPYKTUBHOE peLLUEHNE.

L1 3dpdhekTBHO 1 ONepaTuBHO NpeaoCcTaBnsanu
NHdOpMaLMIO O TOBapax Unu ycnyrax,
co3faBanu u aHHynMpoBanu y4yeTHble 3annucu
no TeneoHy Unm nNNYHo.

1 YmeHwne pa6OTaTb C KInneHTamum no Teﬂed)OHy n
JTNYHO, NpeaocTaBndada O6CJ'Iy)KVIBaHVIe Knacca
MMPOBOTIO YPOBHA.

] Habnoganu 3a knmeHTaMmmn 1 o6CTaHOBKOW Ha
paboyem mecTe ¢ Lenbto obecneveHms
©e3onacHocCTH.

L] OnnceiBany ToBapbl U 06bACHANW KX
ncrnonb3oBaHwe, paboTy 1 yxod 3a HUMK
KnneHTam.

U1 Opyroe:

Maintenance/Warehouse/General Labor:

TexHuyeckoe obcnyxuBaHue / Cknap /
HekBanudpmumpoBaHHbIV TPYA

[J Performed routine preventive maintenance to
ensure that machines continued to run smoothly,
building systems operate efficiently, and the
physical condition of buildings were in proper
working order

] Maintained equipment storage areas to ensure that
inventory is protected and recorded type and cost
of maintenance or repair done

[ Inspected, operated, and tested equipment to
diagnose malfunction and made repairs, replaced
defective parts, and reassembled equipment

[] Moved freight, stock, and other materials to and
from storage and production areas, loading docks,

[ BeinonHanu perynsipHoe npodunakTnyeckoe
obcnyxunBaHne, 4Tobbl 06ecneunTs paboyee
COCTOsIHME MaLvH, 3pdeKTUBHYIO paboTy
CMCTEM 30aHWI U Hagnexallee CoCToAHMe
30aHun.

U1 NopaepxunBanu 30HbI XpaHeHUs1 000pya0BaHMUS
ONS 3aWUThl MIHBEHTAaPS U 3anMcbiBany TMMN 1
CTOMMOCTb BbIMNOTHEHHBIX PEMOHTHbIX paboT
nnmn obCnyXxmBaHus.

[ MpoBoaunv ocMoTp, 3KChyaTaumio u
TecTupoBaHue 060pyaoBaHUS AN
AVArHOCTUKM HEUCNPABHOCTEMN, BbIMOSTHAM




delivery vehicles, ships, and containers, by hand or
using trucks, tractors, or pallet jacks

] Palletized and sorted cargo before loading and
unloading, and attached identifying tags to
containers

[J Recorded numbers of units handled using daily
production sheets, work orders, invoices and hand
scanners

[ Installed protective devices, such as bracing,
padding, and strapping, to prevent shifting or
damage to items being transported

[ Attached slings, hooks, or other devices to lift cargo
and guide load

PEMOHT, 3aMeHsANM fedeKTHble AeTanu
cobupanu obopynoBaHue.

[J MepemeLuanu rpy3bl, ToBapbl U gpyrue
mMaTepuarnsl 4O U U3 30HbI XPaHEHNS U
MPOV3BOACTBEHHbIX MIOLWAA0K, MOrPY304HbIX
[I0KOB, TPAHCNOPTHbIX CPEACTB A5l LJOCTaBKM,
CY[OB U KOHTENHEPOB, BPYUHYHO UK C
MOMOLLIbIO FPY30BbIX aBTOMOOUINEN, TPAKTOPOB
WKW NOTPy34MKOB.

] ®opmumpoBanu naneTbl M1 COPTUPOBAnM rpys
nepea norpyskon 1 pasrpyskon, n NPUKpennanm
NOEHTUPUKALNOHHBIE APNbIKN HA
KOHTEeNHepax.

L] ®dukcmposanu konnyecTso obpaboTaHHbIX
eavHUL, C NOMOLLbIO HaKNaaHbIX, hopM
3aKa30B, CHETOB W PYYHbIX CKAHEPOB.

[ YcTaHaBnuBanm 3allMTHbIE YCTPOWCTBA, Takne
KaK CTSDKKW, NOAKINAAKA U peMHU, Ans
npefoTBpaLLEHUsI CMELLEHNS UK
NoBPEeXOEeHNs TOBAPOB BO BpeMsi
TPaHCMNOPTUPOBKM.

U Mpukpennsany kaHaTbl, KpHokv nnv gpyrue
yCTPOWCTBA AN nogbema rpysa v ero norpysku.

Warehouse/Stockroom:

Cknap / Cknagckoe nomelleHue:

[] Received and counted stock items, and recorded
data manually or using computer.

[ Packed and unpacked items to be stocked on
shelves in stockrooms, warehouses, or storage
yards

[0 Monyyanu v BenNu y4eT TOBapOB Ha ckiaje,
3anucbiBas AaHHbIe BPYYHYIO UMK C
MOMOLLIbIO KOMMbIOTEPA.

(] YnakoBbIBanv 1 pacrnakoBbiBanu ToBapbl Ans
pasMeLLeHnsl Ha NMornKax B CKNaackux
noMeLLIeHMAX, cKnaaax unu Ha cknaackux
nnowjaakax.




[ Verified inventory computations by comparing
them to physical counts of stock, and
investigated discrepancies or errors

[ Stored items in an orderly and accessible manner
in warehouses, tool rooms, supply rooms, or
other areas

] Marked stock items using identification tags,
stamps, electric marking tools, or other labeling
equipment

[ Cleaned and maintained supplies, tools,
equipment, and storage areas to ensure
compliance with safety regulations

[ Kept records on the use or damage of stock or
stock-handling equipment

[] Examined and inspected stock items for wear or
defects, reporting any damages to supervisors

L1 Cepsinu ocTaTok B JOKYMEHTAX C
haKTUYECKNM OCTATKOM Ha ckrage u
BbISICHAMMW MPUYMHY Pa3nnyYnii 1 OLLMGBOK.

[0 XpaHunu ToBapbl B yNopsiio4eHHOM U Nerko
OOCTYNHOM BUAe Ha cknapgax, B
NOMELLIEHUSIX, [1€ XPAHSATCS MHCTPYMEHTbI 1
NPUHAANEXHOCTH, UNn B APYrnX
NOMELLIEHUSIX.

L MapkupoBanu ToBap € NOMOLLbIO
NOEHTUMDMKALMOHHbBIX APbIKOB, LUTaMMOB,
ANEeKTPUYECKUX MapKkepoB Unn gpyroro
obopyaoBaHus Ans MapKUPOBKU.

U1 MopgaepxvBanu B 4OMKHOM COCTOSIHUM
NPUHAANEXHOCTU, UHCTPYMEHTHI,
obopygoBaHWe 1 30HbI XpaHEHUs, YTOObI
obecneynTb COOTBETCTBUE NpaBMnam
©esonacHocTw.

O Cnegunu 3a Ucnonb3oBaHUEM UNU
NnoBpeXaeHNeM 3anacoB U 060pyaoBaHMS.

[J OcmaTtpuBanv ToBapbl Ha NpegMeT n3Hoca
unu gedekTos, coobLuasi 0 NobbIX
NOBPEXAEHUSIX PYKOBOACTBY.

Landscaping / Groundskeeping:

JNanpwadTHbIN AnM3aKnH / Yxopa 3a
TeppuTopuen:

[] Operated vehicles and powered equipment, such
as mowers, tractors, twin-axle vehicles, snow
blowers, chain saws, electric clippers, sod cutters,
and pruning saws

[ Cared for established lawns by mowing, mulching,
aerating, weeding, grubbing, removing thatch, and
edging around flower beds, walks, or walls

[ YnpaBnsnu TpaHCNopTHLIMY CpeacTBaMm 1
aneKTpuYecknm oGopyaoBaHMeM, TakuMK Kak
ra30HOKOCUITKW, TPAKTOPbI, ABYXOCHbIE
TpaHCMNopTHbIE CPeACcTBa, CHEroyGopLLMKH,
GEeH30MUIIbI, ANEeKTPUYECKME KyCTOpe3bl U MUSbl
AN 06pesKn BETOK.

[] 3a60TnnmNCh 0 NOCaXXEHHbIX ra3oHax, KOLLEHUH,
MYNbBYUPOBaHMK, aspaunm, yNny4LleHnn NoYBbI,
6opbbe ¢ copHAKaMu, yaaneHn rHnnon Tpasbl




[J Used hand tools, such as shovels, rakes, pruning
saws, saws, hedge or brush trimmers, or axes

[ Pruned or trimmed trees, shrubs, or hedges, using
shears, pruners, or chain saws

[] Maintained and repaired tools, equipment, and
structures, such as buildings, greenhouses, fences,
and benches, using hand or power tools

[J Mixed and sprayed or spread fertilizers, herbicides,
and insecticides onto grass, shrubs, or trees, using
hand or automatic sprayers or spreaders

[J Provided proper upkeep of sidewalks, driveways,
parking lots, fountains, planters, burial sites, and
removed litter on grounds

[ Other:

1 hopMUPOBAHUM KpaeB BOKPYT KIymG,
[IOPOXEK UK CTEH.

[0 Ucnonb3oBanu py4Hble MHCTPYMEHTLI, Takue
Kak nonarthl, rpabnu, nunbl 4na obpesku, Nnkbl,
cekaTopbl UK TOMOPbI.

(] OGpeszanu Unu CTPUIMN OepPeBbS], KYCTapHUKM
UMK XWBblE U3ropoau, UCMOMb3Ysi CEKaTopbI,
MuIbl Ny 6eH3oNunbI.

U Yxauanu 1 peMOHTMPOBanNu MHCTPYMEHTHI,
o6opyaoBaHue 1 COOPYXKEHMS, Takue Kak
30aHuVs, CTEKNAHHBIE OpaHxepew, 3abopbl 1
CKaMelKu, C UCNOSb30BaHMEM PYYHbIX UK
3MNEeKTPUYECKNX MHCTPYMEHTOB.

1 CmewumBanu 1 pacnbinsnm unm
pacnpocTpaHsnm ygobpeHus, repouumnabl 1
WHCEKTMUMAbI Ha TpaBy, KYCTapHUKK UK
OepeBbsi, UCNONb3ys pyYHble Unu
aBTOMaTMYecKMe pacrnblfMTenu nnm
pacceuBarenu.

] OBecneymBany OOMKHbIV yXxo4 3a TpoTyapamu,
nogbesgamu, napkoBkamu, hoHTaHaMu,
KnymGamu, MeCcTaMmn 3aXOPOHEHMWI 1 yOupanu
MyCOp Ha TeppUTOPUN.

U Opyroe:

Construction:

CrtpoutenbCTBO:

[ Controlled traffic around work zones

[ Signaled equipment operators to facilitate
alignment, movement, and adjustment of
machinery, equipment, or materials

1 KoHTponupoBanu ABWXeHWe TpaHcnopTa
BOKPYr paboumx 30H.

[0 JaBanu curHansl onepaTtopamM 06opyaoBaHuUs
Ans obrieryeHus BolpaBHMBaHWS,
nepemeLLeHns U HacTPOWKM MaLLVH,
060pyaoBaHUS UM MaTepUaros.




[ Cleaned or prepared construction sites to eliminate
possible hazards

[J Read plans, instructions, or specifications to
determine work activities

[ Loaded and unloaded building materials,
machinery, and tools, and distributed them to the
appropriate location

[J Dug ditches and trenches, compacted and leveled
earth to grade specifications, using picks, shovels,
pneumatic tampers, and hand rakes

[J Used portable cement mixers to mix, pour, and
spread concrete

[J Built and dismantled scaffolding, shoring, braces,
traffic barricades, ramps, or other temporary
structures

O Other:

U1 Y6upanu unuv nogrotaBnmBany CTPOUTENbHbIE
nrnowagky ansa ycTpaHeHnst BO3MOXHbIX
onacHocTeM.

(1 Yutanu nnaHbl, UHCTPYKLUN UNn
crneumdukauum, YTobbl onpeaenuTb paboyume
JencrTeus.

L1 3arpyxanu u pasrpyanv CTpouTerbHble
maTepuarsl, 060pyLoBaHME U UHCTPYMEHTbI, U
pacnpenensnu nx B COOTBETCTBYOLLME MeCTa.

(1 Konanu TpaHLwen n KaHaBbl, YMITOTHANN 1
BblpaBHMBANM 3€MJs1t0 B COOTBETCTBUN C
cneundurKauMsamMm, UCNonb3ysi KUPKK, NTonaTbl,
nHeBMaTU4eckme TpaMmOOBKN U PyYHble rpabnu.

[0 Mcnonb3oBanu nopTaTUBHbIE LEMEHTHbIE
cMecuUTenu Ansa CMeLIMBaHUS, 3anmnBku 1
pacnpegeneHusi 6eToHa.

U] Ctpovnu n pasbupanvu nogMocTu, Onopsl,
CTpOMbI, 4OPOXHble Bappukabl, pamnbl Unu
Apyrue BpeMeHHbIE KOHCTPYKLIMN.

U1 Opyroe:

Child Care Experience:

OnbIT paboThbl C AeTbMU:

[] Set educational standards and goals, and help
establish policies and procedures

[] Assisted in reinforcing rules and behavior

[ YcTtaHaBnmBanu obpasoBaTernbHble CTaHaapThl
W LUenu, a Takke nomoranm B yCTaHOBINEHWM
npasun 1 Npoueayp.

[J Nomoranu cneguTtb 3a cobniogeHem npasun u
rnoBedeHneM.




[J Maintained a safe play environment practicing
modern sanitation, health, and safety standards

[ Developed and delivered lesson plans to children,
fostering their color recognition, shape
identification, and basic counting skills.

[J Kept up to date with information regarding specific
needs of children, like dietary needs, allergies, and
physical restrictions

[] Observed, evaluated, and kept records on
children's behavior, social and physical
development, and play activities

] Communicated with children’s parents or guardians
about daily activities, behaviors, and signs of
emotional or developmental problems

[ Supported children’s emotional and social
development, encouraging understanding of others
and positive self-concepts

[ Other:

1 ObecneuvnBanu 6e3onacHyto UrpoByto cpeay,
cobntofas coBpeMeHHble cTaHaapTbl
CaHWTapuu, 300poBbsi U 6E30MACHOCTU.

(1 PaspabaTtbiBanu n ncnonb3oanu y4ebHsle
nnaHbl 4118 AeTen, CnocobCTBySA pa3BUTUIO
HaBbIKOB pacrno3HaBaHuWsl LIBETOB,
naeHTnurkaLmm opM 1 OCHOBHbLIX HaBbIKOB
cyeTa.

U Bbinu B kypce nHpopmMauum o KOHKPETHbIX
noTpebHOCTAX AeTen, TakMX Kak
aveTornornyeckne NnoTpebHoOCTH, anneprum un
husnyeckme orpaHNYeHns.

] Habnoganwu, oueHnBanu 1 Benu 3annucu o
noBeaeHnn geTemn, Nx coumnanobHoOM n
HU3NYECKOM PasBUTUUN N UTPOBOWA
OEeATenbHOCTN.

(1 O6Lwan1ck ¢ poguTensamMmn U onekyHamm
OeTel OTHOCUTENBHO eXXEAHEBHbIX 3aHATUN,
NMoBEeAEHUS N NMPU3HAKOB AMOLMOHATbHBIX UMK
pasBuBatoLLmMxcs npobnem.

[J MopaepxumBany aMoLMOHaNbHoe 1
coumanbHoe pasBuTue geten, cnocobeTays
MOHWMaHWIO APYrUX U MO3UTUBHOMY
CaMOCO3HaHWIO.

U Opyroe:

Education & Training:

O6pa3oBaHue 1 oby4eHue:

[ Instructed diverse groups of learners in
[subject/topic], adapting techniques to meet
individual needs.

[ Mpenogasany pasnuyHbIM rpynnam y4eHUKOB
[NpeaomeT/Temal, aganTupys MeToQUKN ANs
YOOBMNETBOPEHMS HAMBUAYabHbIX NOTPeD.




[] Developed and delivered engaging presentations
and workshops using clear and concise
communication.

[J Created and maintained informative learning
materials like handouts, slides, and online
resources.

[ Facilitated group discussions and activities to
encourage interaction and collaboration.

[ Assessed learner progress through observations,
quizzes, and feedback mechanisms.

L] Provided individualized support and guidance to
learners facing challenges.

[ Collaborated with other educators and
professionals to achieve program goals.

] Maintained a positive and inclusive learning
environment for all participants.

[ Stayed up-to-date on current industry trends and
best practices through ongoing learning.

[ Other:

[1 PaspabaTbiBanu 1 NpoBoOANIIN MHTEPECHDbIE
npeseHTaumMm n MacTep-Krnacchbl, UCNomnb3yst
YEeTKY0 U NaKOHNYHYH KOMMYHUKaALNIO.

[0 CosgaBanu 1 noaaepxueanu MHopMaTUBHbIe
y4yebHble MaTepuansl, Takme Kak pa3gaToyvHble
maTepwvarnbl, craiabl U OHNalH-pecypchl.

L] OpraHu3oBbiBanu rpynmnoBble 06CyXa4eH s 1
3aHATMA AN COAeNCTBUS B3aMMOAENCTBUIO U
COTPYAHNYECTBY.

[J OueHnBanu Nporpecc y4eHNKoB HYepes
HabniogeHne, TeCTbl 1 06paTHYIO CBA3b.

(O MpeaocTaBnsany UHONBUAYanbHYH NOAAEPXKKY
1 MOMOILLIb YY4EHUKaM, CTanKUBaoLMMCH C
TPYOHOCTSIMU.

U CoTpyaHuyanu ¢ gpyrmmm negaroramu u
cneumanucTamu Anst AOCTUXEHNS
NPOrpaMmHbIX Lienew.

[0 MopaepkmBanv NO3UTUBHYIO U UHKITIO3VBHYIO
y4yebHyo cpefly Ans BCeX y4aCTHUKOB.

L] Bbinu B Kypce TeKyLUX TEHOEHLMIA 1 NyYLLIMX
npakTyK B CBoer obnacTtu Yepes NoCTOssHHOe
oby4yeHue.

U1 Opyroe:

Finance:

®duHaHchI

[J Managed financial data using software like [name]
to ensure accuracy and compliance.

U1 Ynpaensann goyHaHCOBbIMM AaHHBIMU C
NCMNob30BaHNMEM NPOrpamMmmMHOro obecneveHus,
TaKoro Kak [HassaHue], 4YTobbl obecneynTb
TOYHOCTb M COOTBETCTBHUE.




[ Balanced accounts like bank statements and
identified any discrepancies for resolution.

[J Created reports like budgets, forecasts, or financial
statements, analyzing data for trends.

O Processed financial transactions like invoices and
payments, following company procedures.

[J Delivered excellent customer service regarding
finances, answering questions about invoices,
payments, or accounts.

[ Supported [specific project] in the finance
department, contributing to overall goals.

[J Learned about [relevant regulations/practices]
through training and stayed updated.

[J Used problem-solving skills and attention to detail
for financial accuracy and efficiency.

[J Kept financial information confidential and
practiced ethical business principles.

[ Other:

[1 banaHcuMpoBanu cyeTa, Takne Kak 6aHKOBCKMEe
BbIMUCKM, U BbISIBNANN PacXoXaeHUst Ans
nocneayoLlero yperynmpoBaHusl.

] Co3pgaBanu OTYEThI, Takne Kak OaKeThl,
NPOrHO3bl UN OUHAHCOBbLIE OTYETHI,
aHanuanpys gaHHble ONs BblSBrEHNs
TEeHAEHLUUN.

[1 ObpabaTbiBanu oMHaHCOBbLIE TPaH3aKLUN,
Takme Kak cyeTa-gakTypbl U NnaTexm,
cobntogas npoueaypbl KOMMAAHUK.

U Mpegoctaensanu oTnnYHoe obcnyxunsaHue
KMMEHTOB B cchepe hMHaAHCOB, OTBeYas Ha
BOMPOCKI 0 cyeTax-hakTypax, nnarexax unm
YYETHbIX 3anuncsix.

O MoaaepuBany [KOHKPETHbIN NPOEKT] B
pHaHcoBOM oTAene, crocobcTBys
JOCTUXEHMIO OBLLMX Lienen.

O MopaepkvBanu 3HaHWs! O [COOTBETCTBYHOLLMX
perynaumsix/npakTukax] yepes obyyeHve u
crieguny 3a OGHOBNEHUSIMUA.

U Ucnonb3oBanu HaBbIkM peLueHns npobnem u
BHUMaHWe K getansam ans hHaHCOBON
TOYHOCTU N PP EKTUBHOCTN.

1 Cobntoganu koHbMaeHUManbHOCTb XpaHeHUs!
bmMHaHCOBOW MHOPMaLMK N ATUHECKNE
NpUHUMNLI Br3Heca.

U1 Opyroe:

Hospitality:

FOCTUHUYHBLIN On3Hec

[J Provided exceptional customer service to [type of
guests] by exceeding expectations and resolving
challenges promptly.

1 Obecne4vmBanu UCKNoYMTENbHOE
obcnyXnBaHWe KITMEHTOB [TWM rOCTEN],
NPEeBOCXOAs OXXMAaHMs U onepaTUBHO peLlas
npobnemebi.




[] Maintained a welcoming and positive atmosphere
for guests, ensuring their comfort and enjoyment.

L] Efficiently handled cash transactions, credit card
payments, and billing procedures.

[ Prepared and presented food and beverages
according to established standards and recipes.

[ Ensured cleanliness and hygiene standards by
following sanitation protocols and maintaining a
tidy environment.

L1 Worked effectively as part of a team to deliver
excellent service and achieve common goals.

[J Communicated clearly and professionally with
guests, colleagues, and supervisors.

[J Demonstrated adaptability and initiative in
handling diverse situations and tasks.

[ Contributed to positive guest reviews and feedback
by consistently delivering high-quality service.

O] Other:

1 CoxpaHsnu gpy»KeCKyto 1 MO3UTUBHYO
aTMocdepy Ans roctei, obecnedmsas um
KOMJOPT 1 NPUATHOE BPEMAMNPOBOXAEHNE.

1 3dhekTUBHO ynpaBnsanu HanMyYHbIMK
TpaH3aKUMsIMK, ONNaTon KpeANTHLIMU KapTamu
n npoueaypaMn pacHeToB.

[J FoToBWMnM 1 NogaBanu nULLY U HAaNUTKK B
COOTBETCTBMU C YCTaHOBMEHHbLIMU
cTaHgapTamu 1 peuentamu.

1 ObecneunBanu ctaHaAapTbl YACTOTbI U TUTUEHDI,
cobntofasn caHMTapHbIe NPOTOKONMbI U
noaAepxusasi onpsiTHyt0 06CTaHOBKY.

1 O bekTnBHO paboTtanu B kOMaHae ans
oKasaHus OTIIMYHOTO CepBUCa U JOCTUXKEHMS
obuwmx uenen.

[0 YeTko 1 NnpodpeccmoHanbHo obLLannch ¢
rOCTAMU, KOnNmneramu v pyKoBOACTBOM.

O ,D,eMOHCTpVIpOBaJ'II/I rMOKOCTb U MHMuUnaTuBy B
pasnnyHbIX CUTyaumax n 3agadax.

[J CogeircTBOBaN NOMOXUTENBbHBLIM OT3bIBaM U
obpaTHoW CBS3K rocTen, Bcerga npegocTaBnss
BbICOKOKA4€CTBEHHbIN CEPBUC.

U1 Opyroe:

Transportation, Distribution & Logistics:

TpaHcnopTUpoBKa, AUCTPUBYLMS U TOrUCTUKA.




[] Operated various vehicles like [types of vehicles]
safely and efficiently, adhering to traffic regulations
and company policies.

[ Loaded, unloaded, and secured cargo following
safety protocols and weight distribution guidelines.

[ Planned and optimized delivery routes to ensure
timely and efficient product transportation.

L1 Performed routine vehicle maintenance and
identified potential issues for timely repairs.

[ Performed preventive maintenance on vehicles and
equipment according to established schedules and
manufacturer guidelines, ensuring smooth
operation and minimizing downtime.

L1 Maintained accurate records of deliveries,
shipments, and inventory using designated
software or manual systems.

[J Communicated effectively with dispatchers,
warehouse personnel, and customers regarding
deliveries and logistics.

[ Troubleshoot and resolved transportation or
logistical challenges independently or with team
collaboration.

(] Prioritized safety by following established
procedures and using proper safety equipment.

1 PaboTtanu ¢ pasnuyHbiMy1 TPaHCMOPTHLIMMA
cpencTeamm, TakKMMM Kak [TUnbl TPAHCMOPTHBIX
cpencTs], 6esonacHo n achdeKkTUBHO,
cobntogas npasuna JOPOXKHOTO ABWXKEHUS U
NONMUTUKY KOMMAHWN.

L1 3arpyxanu, Bbirpy>anu u Kpenusnm rpys,
crnepysi npoTokonam 6e3onacHoOCTU 1
pekoMeHAaLmMsM Mo pacnpeneneHnto Beca.

U MnaHupoBanu n onTMMM3npoBanv mapLupyThbl
[OCTaBKM, 4TOObl 06ecne4nTb CBOEBPEMEHHYIO
1 3P PEKTUBHYIO TPAHCMOPTMPOBKY NPOAYKLIMU.

LI BeInonHanu perynspHoe TeXHU4eckoe
obcnyxnBaHne TPaHCMOPTHBLIX CPEACTB U
BbISABNANV NOTeHLMansHble npobnemMsl Ans
CBOEBPEMEHHOrO YCTPaHeHWs.

1 OcyLlecTBnsny NpounakTM4eckmm oCMoTp
TPaHCMOPTHbIX CPeacTB 1 0bopynoBaHNUs B
COOTBETCTBMM C YCTAHOBMNEHHbIMU Fpachukamm
N pekoMeHaaunsiM1 NPon3BoaANTENEN,
obecneynBaga 6ecnepeboriHyto paboTy n
MUHUMU3MPYSI BPEMSI NPOCTOS.

[ Benu TOYHbIE 3anncy 0 OCTaBKax, OTrpy3Kax u
WHBEHTapM3aLum C UCMOMNb30BaHNEM
crneumanu3npoBaHHOro NPorpaMMHOro
obecneyeHunst Unm pyvHbIX CUCTEM.

1 3 dhekTnBHO B3anmoaencTeosanu ¢
aucnetyepamu, nepcoHanom cknaga u
KITMEHTaMM OTHOCUTENbHO AOCTaBKN 1
TNOTUCTUKN.

U Pewanu TpaHCNOpTHbIE UMW JTOTUCTUYECKME
npobrembl CaMOCTOATENbHO UM COBMECTHO C
KOMaHOoMn.

] Yoensanu BHMMaHue 6e3onacHocTu, cobntogas
yCTaHOBIEeHHbIe NpoLeaypbl M NCNONb3ys
cooTBeTCTBYHOLEee obopyaoBaHme
6e3onacHoCTK.

(0 AmarHocTupoBanu n ycTpaHsanm
HeucrnpaBHOCTM 060pyA0BaHUS, UCTIONb3YS
HaBbIKV peLleHNs NpobnemM n TeEXHUYeckue




[ Diagnosed and repaired equipment malfunctions,
utilizing problem-solving skills and technical
knowledge to minimize repair costs and delays.

O Other:

3HaHUS, YTOObI MWUHUMU3NPOBATb pacxodbl HA
PEMOHT N 3aJEpPXKKWN.

U Opyroe:

Information Technology:

UHopmaLnOHHbIEe TEXHOMOIrUm:

[ Provided technical support to users by
troubleshooting hardware and software issues,
resolving problems efficiently.

[ Installed, configured, and maintained computer
systems and networks, ensuring smooth operation
and connectivity.

[ Created and managed user accounts, ensuring data
security and access control.

[ Performed routine backups and data recovery
procedures to safeguard critical information.

[ Utilized technical documentation and online
resources to stay up-to-date on emerging
technologies and best practices.

[J Communicated effectively with users, colleagues,
and technical teams to resolve issues and provide
clear explanations.

L1 Demonstrated strong problem-solving and
analytical skills to diagnose and fix technical
challenges.

[J Followed established security protocols to protect
computer systems and data from unauthorized
access.

O Other:

U MpegoctaBnsany TEXHNYECKYO NOAAEPKKY
nonb3oBaTensM, pewlasi npobnemsl ¢
annapaTtHbIM U NporpamMMHbIM obecneveHnem
3hPEKTUBHO M ONeEpPaTMBHO.

LI YcTaHaBnvBanu, HacTpamsanu u
nogaepXvBanu KOMMbIOTEPHbIE CUCTEMBI U
ceTn, obecneunsas nx ecnepeborHyto paboty
W CBSI3b.

[ Co3gaBanu v ynpaensinu y4eTHbIMU 3anmcsamu
nonb3oBarenen, obecneymsas 3aWwnUTy AaHHbIX
M KOHTPOSb JOCTYMA.

(] BbinonHsAnM co3gaHue pesepBHbIX KOnui 1
npoLenyp BOCCTaHOBMNEHUS AaHHbIX AMs
3aLWWTbI KPUTUYECKON MHbopMaLIMW.

] Micnonb3oBanu TEXHNYECKYO JOKYMEHTaLMIo 1
OHNamnH-pecypchl, 4Tobbl BbIThb B Kypce
HOBEWLLNX TEXHOIOMMIA 1 NYYLLNX NPaKTUK.

1 OhdhekTnBHO 0bLLanMCh C Nonb3oBaTensimu,
Kornneramm u TeXHUYECKMMU KoMaHaammn ans
peLueHus npobrem n npegocTaBneHus
NOHATHBLIX 06 BLACHEHUI.

(0 [leMOoHCTpMpOBanu Kpenkue HaBbIK/ peLleHnst
npoGnem 1 aHanUTUKKU ANA AUarHOCTUKA U
yCTpaHeHWs1 TEXHUYECKUX MPOGIeMm.

1 Cobntoganu ycTaHoBIeHHbIE NPOTOKOSbI
6e3onacHOCTU AN 3aLMTbl KOMMLIOTEPHbLIX
CUCTEM M AaHHbIX OT HECaHKLIMOHNPOBAHHOIO
goctyna.




U1 Opyroe:

Business Management & Administration:

YnpaBneHue 6M3HECOM U
agMUHUCTPUPOBaHMUeE:

[J Managed administrative tasks efficiently using
software like [tool] to ensure smooth office
operations.

[ Provided exceptional customer service by handling
inquiries, resolving issues, and exceeding
expectations.

[J Organized and coordinated meetings, events, and
travel arrangements, ensuring seamless execution.

[ Prepared accurate and informative reports,
presentations, and other business documents.

[J Maintained and organized filing systems, both
physical and digital, for efficient information
retrieval.

[J Communicated effectively with diverse
stakeholders, colleagues, and clients via email,
phone, and in person..

[J Demonstrated strong interpersonal skills,
teamwork abilities, and a positive attitude in the
workplace.

[J Adapted to changing priorities and handled
multiple tasks simultaneously while maintaining
accuracy and efficiency.

[ Successfully managed [project name] within budget
and timeline, achieving [specific outcome].

1 3dekTnBHO ynpaensanm
aAMUHUCTPATMBHBIMW 3agavyamMm ¢
NCMNorb30BaHNEM NPOrpamMmmMHOro obecneveHus,
TaKoro Kak [HasBaHue], 4YTobbl obecneynTb
6ecnepeboiiHyto paboTty odmca.

U MpegocTaBnsnum oTNMYHOE o0cnyXunBaHue
KNneHToB, obpabaTbiBasi 3anpochl, peLuas
nNpobnemel 1 MPEBOCX0ASA OXUAAHUS.

1 OpraHn3oBbIBanv 1 KOOPAMHMPOBAsN BCTPEYH,
MeponpusaTUsl n noesakm, obecnevmsas
becnepeboniHoe nx npoBeaeHue.

U MogrotaBnueanu TOYHbIE N MHPOPMaTUBHbIE
OTYeThI, Npe3eHTaumm 1 apyrve Aenosble
OOKYMEHTHI.

U NopaepxunBanu n opraHM30BbIBaNu CUCTEMbI
XpaHeHus JOKYMEHTOB, Kak hnsndeckue, Tak u
uncpposble, Ansg adeKTUBHOIo ocTyna K
MHdopMaLnn.

1 OpbekTnBHO 0bLLanmch ¢ pasnmyHbIMm
3aUHTEPECOBAHHLIMU CTOPOHAMM, KOMneramm un
KMMEHTaMM C MOMOLLIbIO 371EKTPOHHOW NOYTHI,
TenedoHa N NINYHbIX BCTPEY.

O lD,eMOHCTpVIpOBaJ'II/I NPOYHbIE MEXITMYHOCTHbIE
HaBbIKN paﬁOTbI B KOMaHAe 1 no3anTnBHoe
nosegeHne Ha paGoqu MecTe.

] AganTmpoBanuch K USMEHEHWSAM B
npuopuTeTax N OAHOBPEMEHHO BbIMOSHSAMNN
HeCKomnbKo 3aaa4, obecneymBas TOYHOCTb U
3P PEeKTUBHOCTb.

[ YcnelHo ynpaensnm [Ha3BaHWe NpoekTa) B
pamkax 6rogxeTa v rpaduka, gocturas
[KOHKpeTHOro pesynsraral.




[] Supported the recruitment and onboarding process
for [number] new employees].

[J Managed social media platforms, increasing
engagement by [percentage].

[J Developed and implemented a new inventory
management system, improving efficiency by
[percentage].

[ Provided comprehensive administrative support to
the CEO, ensuring smooth daily operations.

] Managed the office calendar and scheduled
appointments efficiently for multiple staff
members.

[J Entered and processed data accurately and
efficiently, meeting tight deadlines.

[J Greeted visitors professionally, directed inquiries,
and managed the front desk efficiently.

[ Other:

U NopaepxunBanuy npouecc Habopa nepcoHana u
BBEAEHMS B LUTAT [KONNYECTBO] HOBbIX
COTPYOHWKOB.

U Ynpaensanu coumanbHbIM1 Megma
nnarcgopmMamu, yBenu4ymsas npmereyeHme Ha
[npoueHT].

(1 PaspabatkiBany 1 BHEAPSN HOBYHO CUCTEMY
yrnpaBneHns 3anacamu, ynydiias
3 PEKTUBHOCTL Ha [NPOLEHT].

I NpepocTaBnsny KOMAIEeKCHY0
aAMUHUCTPATUBHYIO NOAOEPXKKY reHeparbHOMY
anpekTopy, obecneunsas apheKTUBHYO
exenHeBHyo paborty.

U Ynpaensnu kanengapem oduca n aphekTMBHO
Ha3Hayvanu BCTPeYn A1 HECKOMbKUX
COTPYAHMKOB.

1 Beognnu n obpabaTbiBanu gaHHble TOYHO 1
aphekTUBHO, cobnoaas XKeCTKME CPOKM.

] MpodpeccmnoHanbHo BCTpeYvanu nocetTuTenen,
HanpasnAnu 3anpocsl 1 3 PEKTUBHO
yMpaBnsnn pecenLeHoM.

U1 Opyroe:




