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Curriculum vitae


	PERSONAL INFORMATION
	Valentina Zemljak 
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Podevčevo 129, 42220 Novi Marof (Croatia) 
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 0996530808    
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 zemljak.123valentina@gmail.com 


	JOB APPLIED FOR
	Sales department manager


	WORK EXPERIENCE
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	10/10/2015–15/06/2017
	Receptionist

	
	Hotel Varaždin, Varaždin (Croatia) 

	
	-guest reception, check-in

-room cleaning

-filling the mini bar

-cancelling and making reservations

-correspondence with guests

 


	EDUCATION AND TRAINING
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	01/09/2007–04/12/2017
	Hotel and tourist technician
	

	
	Gospodarska school, Varaždin (Croatia) 


	PERSONAL SKILLS
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	Mother tongue(s)
	Croatian

	
	

	Other language(s)
	UNDERSTANDING
	SPEAKING
	WRITING

	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	B1
	B1
	B1
	B1
	B1

	Spanish
	B1
	B1
	B1
	B1
	B1

	German
	B1
	B1
	B1
	B1
	B1

	
	Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user

Common European Framework of Reference for Languages 


	Communication skills
	-good at teamwork

-communicative

-polite
-flexible
-persistent


	Organisational / managerial skills
	-well-developed organizational skills

-well-developed team management skills

-efficiency




	Job-related skills
	-ability to adapt to changes

-fast learning

-solving problems

-teamwork


	Digital skills
	SELF-ASSESSMENT

	
	Information processing
	Communication
	Content creation
	Safety
	Problem solving

	
	Independent user
	Independent user
	Independent user
	Independent user
	Independent user

	
	Digital skills - Self-assessment grid 

	
	- computer skills-good knowledge of Microsoft Office
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