ПРИМЕРЫ СОСТАВЛЕНИЯ РЕЗЮМЕ

	
	RESUME

	Name:        
	 Anna Veresova

	Address:                               
	 Apt. 23, 27 Kosygin Avenue,

 St. Petersburg 195298
Russia

	Tel.:
	+7(812) 521 5940

	Date of birth:
	15 July 1989

	Age:
	20

	Marital status:
	Single

	Nationality:
	Russian

	  Objective

  To secure a part-time position that offers a variety of tasks, in which
  to use my secretarial skills and knowledge of foreign languages.

	Education
	

	Dates:
	2007-2008

	College:
	College of Economics, St. Petersburg

	Qualifications:
	Secretarial Courses; Shorthand Grade 2;
Typing Grade 3.

	Dates:
	1996-2007

	School:
	School #164; St. Petersburg, 195273, Russia

	Qualifications:
	General Certificate of Secondary Education

	Employment
	

	Dates:
	2008 — to present

	Company:
	Philip Wilson Publisher Ltd.

	Position:
	Secretary' to the Sales Manager.

	Responsibilities:
	Taking shorthand; typing and maintaining
diaries, office support, etc.

	  Other Skills & Occupations

I have a clean driver's licence and a good knowledge of Spanish and French. My personal interests include classical literature reading, independent travel, modern jazz and swimming.

	References

References are available on request.


                                                                                    RESUME
                                                                  Torbeeva Olga Aleksandrovna

Address:
                                                Apt. 28, 9 Roterta Street

                                                                                Moscow 129347
                                                                                Russian Federation
Tel.:
                                                                +7 499 1823767

E-mail:                                           
                otorbeeva@yandex.ru
Place of birth:                                              Moscow

Date of birth:
                                               23 June 1988

Age:
                                                               20

Marital Status:
                                               Single

Nationality:
                                           Russian Federation

Education

          2005 —  present                                      Bauman Moscow State Technical University

                                                                                 Engineering Business and Management Faculty Bachelor's degree
          2001-2005                                                 Lyceum of Information Technologies № 1537
                                                                                 School-leaving certificate

Professional Experience

July 2008                                                               Kamov Company — a month summer internship
                                                                                 Assistant in the Finance Department:

                                                                                 responsible for the workflow involving accounting software 1С;
                                                                                 interaction with company departments.

Computer skills                                                  Microsoft Office, Excel, Access, Power-Point, MS Project;
                                                                                  Law and accounting software Consultant+,Garant, 1С;

                                                                                  Basic, VisualBasic, programming algorithms,HTML code;

                                                                                  MathCAD, AutoCAD, Photoshop CS, etc.
Language Proficiency                                      Russian Language — Native;
                                                                                  English Language — Upper-Intermediate

                                                                                  Level, First Certificate in English Grade A

Awards                                                                   Gold medal for excellent grades at the Lyceum of
                                                                                   Information Technologies № 1537;

 Hobbies                                                                 Skiing, swimming, classical literature, watching football, etc.

