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	Personal information
	

	First name(s) / Surname(s) 
	Vardene Pavardene

	Address(es)
	Kalnieciu st. X-XX, Kaunas, Lithuania

	Telephone(s)
	
	Mobile:
	+370 XXX XXXXX

	Fax(es)
	

	E-mail
	vard.pavard@gmail.com

	
	

	Nationality
	Lithuanian

	
	

	Date of birth
	7th June, 1983

	
	

	Gender
	Woman

	
	

	Desired employment / Occupational field
	

	
	

	Work experience
	

	Dates
	2010 - 2011

	Occupation or position held
	Staff manager

	Main activities and responsibilities
	Personnel documents management, recruitment and selection, conversations and meetings with   candidates, management advice on labour law; organization of company events.

	Name and address of employer
	JSC “C”, Kaunas, Lithuania

	Type of business or sector
	Cleaning service

	
	

	Dates
	2008 - 2010 

	Occupation or position held
	Manager

	Main activities and responsibilities
	Letters, orders, contracts and other documents preparation.

	Name and address of employer
	Personal enterprise “B”, Kaunas, Lithuania

	Type of business or sector
	Computer trading

	
	

	Dates
	2006 - 2007 

	Occupation or position held
	Saleswoman

	Main activities and responsibilities
	Communication with customers, goods selling, goods receiving and control.

	Name and address of employer
	JSC “A”, Kaunas, Lithuania

	Type of business or sector
	Building material trading 

	
	

	Education and training
	

	
	

	Dates
	2002 - 2006 

	Title of qualification awarded
	Management of companies and institutions 

	Principal subjects/occupational skills covered
	Sociability, document management, foreign language skills.

	Name and type of organisation providing education and training
	Kaunas College, Kaunas, Lithuania

	
	

	Personal skills and competences
	

	
	

	Mother tongue(s)
	Lithuanian

	
	

	Other language(s)
	German

	Self-assessment
	
	Understanding
	Speaking
	Writing

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	Language 
	
	B2
	upper intermediate
	B2
	upper intermediate
	B2
	upper intermediate
	B2
	upper intermediate
	B2
	upper intermediate

	
	(*) Common European Framework of Reference for Languages

	
	

	Social skills and competences
	Objective, communicative, innovative, scrupulous.

	
	

	Organisational skills and competences
	Able to organize teamwork.

	
	

	Technical skills and competences
	Working cash-register.

	
	

	Computer skills and competences
	MS Office, PowerPoint, Internet Explorer.

	
	

	Driving licence
	B

	
	

	
	


