	General information

	1.
	Surname, given name, patronymic
	

	2.
	Date of birth
	

	3.
	Place of birth
	

	4.
	Citizenship
	

	5.
	Place of residence
	

	6.
	Contact telephone
	

	7.
	e-mail
	

	8.
	Marital status
	

	9.
	Children
	

	Education

	10.
	Secondary-specialized
	

	
	
	specialization

	
	
	

	
	
	name of institution, city

	11.
	Higher
	

	
	
	specialization

	
	
	

	
	
	name of institution, city

	12.
	Additional education, courses, training, certificates 
	

	
	
	

	
	
	

	Work experience

	13.
	Total period of employment
	

	
	Period of employment in 

the area of specialization
	

	14.
	Please list the main duties performed in the process of work in the area of specialization 
	

	
	
	

	
	
	

	
	
	

	15.
	Please list previous places of employment

	№
	Month/year of hire 
	Month/year of resignation 
	Place of work, position

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	Basic skills

	16.

	Please state your level of PC literacy and list software products you can work with
	

	
	Are you able to touch-type?
	

	17.
	Command of foreign languages, level of knowledge, where acquired
	

	
	Frequency of use, special vocabulary
	

	18.
	Are you conversant with professional etiquette?
	

	
	
	reception of guests, serving drinks, communication by telephone

	19.
	Knowledge of clerical work and business correspondence rules, requirements concerning the paperwork and  documents filing
	

	
	
	level: the basics, professional ability

	20.
	Are you conversant with the skills of planning the manager’s day?
	

	21.
	Have you got experience in organizing business trips (including trips abroad)? 
	

	Additional information

	22.
	What is your preferred work schedule?
	

	
	
	hours of work, fixed working hours, flexible working hours

	23.
	Your salary expectations
	

	24.

	Please describe your personality, 

your interests and hobbies
	

	25
	References
	


