LUIZA TEODORA TUDORICA

F, 22.07.1977, married

Address: Lisnau 199, com Ozun, jud Covasna
Phone: 0722.643.808

E-mail:malasinca@yahoo.com
Work Experience:

Gongora SRL: Administrator: 1.09.2007 – still working here

Responsibilities: 

· I do basic accounting

· I supply necessary office equipment

· I maintain business relationships and look for potential new partners

· I’m in charge with phone calls, faxes and e-mails


Cheque Dejeuner: Manager Assistant: 01.01.2005 – 31.08.2007

Responsibilities: 


-    Cheque Dejeuner is a meal voucher company and I was responsible for shipping 


        
     the meal ticket parcels to clients, all over the country


-    I  managed the problems appeared in the delivery process


-    I supervised the production process

-    I verified payments


Teatrul Mic: Actress: 02.09.2004 – 30.06.2005


Responsibilities:


-    I perfomed in the play “A day in the life of Nicolae Ceausescu”, directed by Al Tocilescu


Pro-Mac Prod Comimpex: Secretary: 04.01.2004 – 15.03.2004


Responsibilities:


-    I handled office papers, faxes, emails etc


-    I established contacts with different business partners


-    I looked up for possible business partners


Perfect Casa: Site Administrator and Interpreter: 1.10.2003 – 31.12.2003


Responsibilities:


-    I introduced data on the company's website


-    I was an interpreter between the manager and foreign clients


-    occasionally, I worked  as a PR officer


“G.A. Petculescu” Theatre: actress: 27.01.2003-10.06.2003


Responsibilities:


-    I performed in several theatrical productions


I couched 10 children in English and French: 2002


The French Cultural Center: Media co-ordinating assistant in Iasi: 2002


Responsibilities:


-    I handled relations between the center and artists from different parts of the 

  
    
     world(Europe, Africa)


“Mihai Eminescu” Theatre: actress: 2001-2002


Responsibilities:


-    I performed in several theatrical productions


I worked part-time as an interpreter and translator for several travel agencies in Botosani: 2001-
2002

I translated from English to Romanian technical and economical works for Polytechnics and Economics students: 2000-2001

Education:

Studies: 


“George Enescu” University:2001: Drama Section


“Emil Racovita” College, Modern Languages Section: 1996

Abilities: 


Foreign Languages: English - good, French - good, Italian – good


PC Skills: Windows, Microsoft Excell, Word, Power Point, Open Office, Outlook

Communication skills (I studied the Art of Communication at University)



Driving License: B Cat.


Team-work spirit, perseverance, the capacity of being a self-educated person


Advertising, Management and Marketing knowledge


High capacity of working long hours under pressure

