PEKOMEHJIATEJIbBHOE
HUCBMO

UrnatseBa Upuna BurtanseBHa paboTana B
komnanuu OOO «Cranmapt» 1oj MOUM
PYKOBOJICTBOM B KauecTBe cekperaps ¢ 12
aBrycta 2005 r. mo 15 nexabps 2008 r. B

e€  00sM3aHHOCTH  BXOJIWJIO:  BEICHHE
AIIEKTPOHHOTO JTOKYMEHTO000pOTa,
JiesoBast nepenucka, MOJIFOTOBKA
AHATMTUYECKUX  OTYETOB,  3aIlOJIHEHHE
Tabens pabouero BpPEMCHH,
preM/OTIpaBKa HEOOXOTUMBIX
MaTepuaioB IO pEruoHaM, peLIeHHUe
OpPraHM3allMOHHBIX BOMNPOCOB. 3a BpeMs
paboThI B KOMIIaHUU WpuHa

3apeKOMEHIoBana ce0si  TPYI0Jt0OUBEIM,

I[O6pOCOBeCTHBIM, HCIIOJIHUTCIbHBIM u
HWHHUITNAaTUBHBIM pa6OTHI/IKOM,
MOJIB3YIOIICMCH YBAXKXCHHUCM u

aBTOPUTETOM B KOJUIeKTHBEe. Ha MeHs
NIPOU3BENI0 CHJIBHOE BIIEYATIIEHWE YMEHHE
Wpunbl OpraHu3oBaTh W ONTHMHU3HPOBATH
CBOIO paboTy TakuM oO0pa3oM, YTOOBI
yCIeBaTh CeNaTh BCE BOBPEMS WM JIaXkKe
paHbIIIe YCTAaHOBJIEHHOTO CPOKA.

S cuwmraro, uro UrnareeBa Hpuna
BuranseBHa oOnajaer BCEMHU
HEOOXOIUMBIMHU KauecTBaMuU u

mpoecCHOHATLHBIMU  HaBBIKAMHU, YTOOBI
MPETEHI0BaTh Ha JOJLKHOCTH MOMOIIHUKA
PYKOBOAMUTENS B APYTOM KOMITAHUHU.

LETTER OF
RECOMMENDATION

Irina Ignatieva worked as a secretary
under my leadership in “Standart”
Ltd for the period from 12/08/2005
till 15/12/2008.  During  the
mentioned period her duties were the
following: conduct of electronic
document curculation, management
of business  correspondence,
preparation of analytical reports,
completion of time card, receipt and
dispatch of necessary materials to
regions, solution of organizational
issues. Working in our company
Irina  recommended herself as
industrious, diligent, efficient and
initiative worker, who was held in
respect and had prestige in the team.
I was strongly impressed by Irina’s
ability to organize and optimize her
working process so that she had
everything done in time or even in
advance.

I consider Irina Ignatieva to posess
all necessary abilities and
professional skills to put a claim for
position of assistant administrator in
other company.




