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Semenova Irina Sergeievna
30 y.0. (15.08.1987), female

Moscow

Desired position and wage
Paralegal
35 000 rub.

Schedule, workplace
Full-time. Business trips are possible.

Contacts:
E-mail: vse-yaziki@yandex.ru

Term of employment in the desired position
3 years

Professional skills:

Internet, MS Office, conducting negotiations, confident PC user, business communication, receiving and
distribution of phone calls, business negotiations on the phone, complaints allocation, labor law, actionable
work, civil law, enforcement proceeding, administrative law, transactional service, registration of rights,
arbitration law, legal examination of documents, litigation, composition of legal document.

I know and can: compose claims of any difficulty, lawsuits, reviews, complaints, requests. | can define
jurisdiction and cognisance of cases. | have skills of legal research of cases. Also | have experience in
solicitation of civil suits in general jurisdiction courts in a representative capacity.

Theoretical and practical skills in jurisprudence are not forfeit.

PC — confident user (MS Office, Internet, Computer-assisted legal research systems “Garand” and
“Consultant+”,

I’m only looking for job in my degree field.

Education
Higher (master’s degree), State Educational Institution of Higher Professional Education “Russian Academy
of Justice”, 2009

Work experience
2015, March — 2016, December, 1 year 9 months
Assistant director

OO0 "Mir Zdorovya(World of Health)"

v. Zelyoniy, Noginskiy District
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CemenoBa Npuna CepreeBna
30 srer (15.08.1987), sxeHmuHa

Mocksa

XKenaemas 10JKHOCTD U 3apIuiaTa
IHomomank rpucTa
35 000 pyo®.

['paduk, MecTo pabOTHI

[TomHbiid paboumii neHb. KoMaHIUPOBKH BO3MOKHBEI.

KoHTaKThI
DnektpoHHas mouTa: Vse-yaziki@yandex.ru

Crax B )KenaeMoH JTOKHOCTH
3roaa

[IpodeccronanbHble HABBIKHU

Wutepuer, msoffice, BeneHne meperoBopoB, YBEpEHHBIH ITOJIF30BATENb IK, BEACHUE ACTOBOU IMEPEICKH,
MIpUeM M pacripezesieHre TeJIeQOHHBIX 3BOHKOB, BeIeHHE Telne(OHHBIX IIEperoBOpoOB, MpeTeH3MOHHAs padoTa,
TPYZIOBOE MPaBO, HCKOBasi pab0Ta, TPaKJaHCKOE IIPABO, UCTIOIHUTEILHOE TIPOU3BOCTBO, aIMIHUCTPATHBHOE
MIPaBO, COMPOBOXKICHUE CAETOK, YTOJIOBHOE MPaBO, PETHCTPAIHs MpaB, apOUTPaXKHO-TIPOIECCyanbHOE TPaBo,
MIPaBOBas IKCIIEPTU3A TOKYMEHTOB, YUacTUE B CyJACOHBIX IPOIIECCAX, COCTABICHUE MTPABOBBIX JTOKYMECHTOB

3Hal0, YMEI0: COCTABIIATH UCKOBBIC 3asIBIICHHUS JIFOOOH KaTETOPHH CIIOKHOCTH, TIPETECH3HH, JKAITOOBI, OT3BIBBL,
XOJlaTalicTBa. YMEI0 OMpe/IeNsTh MOABEIOMCTBEHHOCTh U MOJICYTHOCTH Jiej1. MiMeeTcs HaBbIK 10 MOA00pY
CyneOHOM MPAaKTUKU.A TaKkKe, UMEETCSI YCIICITHBIH OIBIT BEACHHS TPaKAAHCKUX JIEN B CyIaxX OOIIeH
IOPUCIIUKIINN B KQYECTBE MPEJICTABUTEIIS.

TeopeTrmueckne 1 MPaKTHUSCKUE HABBIKH B IOPUCTIPYACHITNH HE yTPAUCHBI.

IIK - yBepennsiit mons3zoBatens (MS Office, Internet, CIIC "Tapant", CIIC "Koncynbsrant+").

Wy paboTy TONBKO MO CHIEHAIEHOCTH.

OcHoBHOE 00pa3oBaHUE
Bricmiee (Marucrparypa), ['ocygapcTBeHHOE 00pa3oBaTeIbHOE YUPEIKACHUE BBICIIETO MPOQPECCHOHATEHOTO
obpazoBanus "Poccuiickas akagemus npasocyaus” , 2009

OnbIT paboThI
2015, mapT — 2016, nexabps, | rox 9 mec
IHoMomHNK PyKOBOANTEISI

000 "MHP 3JO0POBbBA"

. 3enéubiii, Horuuckuii paiion
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-organization of meetings of the director and maintenance of his schedule;

- distribution of incoming and outcoming calls;

- meeting visitors and coordinating them;

- ordering of tickets, entrance tickets and other organizational work;

- organization and coordination of business trips of employees;

- printing and preparation of contracts, letters, documents, orders, instructions, acts, letters of authorization and
other documents;

- receiving, registration and distribution of incoming/outcoming correspondence, sending registered
correspondence;

- work with delivery services;

- document management: preparation, receiving, storing, systematization;

- business communication management (composing letters, inquiries, letters of authorization);

- office administration (office equipment, water, housewares, discipline etc.);

- copying, document distribution;

- fulfilling general director’s assignments.

2012, October — 2014, November, 2 years 1 months
Office-manager

00O "TehPromTorg(Technical Industrial Trade)"

- receiving and distribution of incoming and outcoming calls;

- work with incoming/outcoming correspondence (registration, record, sending);

- businesscommunicationwithpartners;

- compositionofinquiries, forms, orders, claims;

- work with FEA bases (monitoring, benchmarking analysis of competitor companies economic activities,
composing reports);

- written translation of correspondence from English to Russian;

- visa processing and invitation of foreign citizens to Russia;

- placement of company’s job vacancy. Choice and analysis of wide-level staff curriculum vitae. Conducting
of phone and primary job interviews. Coordination of candidate — director meetings;

- ordering train and plane tickets;

- hosting the visitors (tea, coffee);

- office administration (ordering office equipment, water, wares);

- maintenance of the work-time schedule;

- fulfilling director’s assignments.

2010, September — 2012, July, 1 year 10 months
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- OpraHu3alus BCTpedy PyKOBOHUTENIS BEJCHHE €ro PaclHiCaHus;
- pacmnpeielIeHUe BXOISIINX U BHYTPSCHHUX 3BOHKOB;

- BCTpeYa 1 KOOPAUHAIMS TIOCETHTEICH;

- 3aKa3 OWJIETOB, IIPOITYCKOB U JIPyTask OpraHu3aloHHas paboTa;

- OpraHu3aius U KOOPHHAIKS JEJIOBbIX MOE3/J0K 1 KOMaHANPOBOK COTPYIHUKOB;

- IeyaTh ¥ 0(OPMIICHUE JOTOBOPOB, IMUCEM, IOKYMEHTOB, IIPHUKA30B, HHCTPYKIIUIA, aKTOB, TIOBEPEHHOCTEH U
HOPPYHX JOKYMEHTOB,;

- IPUEM, PETHCTPAIIHS M PACIPEICICHUE BXOIAIICH/MCXOISIICH KOPPECTIOHICHIINY, OTIPABKa 3aKa3HOM
KOPPECIIOH/ICHIINH;

- paboTa ¢ KypbepCKHMU CITyKOaMu;

- BeJIeHHE JOKYMEHTO000pOTa: IOATOTOBKA, TOJyYeHHE, XPAHCHNEe CHCTEeMATH3aIINS;

- BeJICHUE JIeJI0BOI IIEPENICKHU (COCTaBIICHUE ITHCEM, 3aIIPOCOB, JIOBEPEHHOCTEN ).

- ®Ku3HeoOeceueHrne orca (KaHIITOBAPBI, KAPTPHUIDKH, BOJIA, XO3TOBAPHI, 00eCTICUeHUE MTOPSIKA | TIP. );

- KOTIUPOBAHKE PACCHUTKA TOKYMEHTOB;

- BBITNIOJIHEHHE IOPYUYEHUI IreHepaibHOTO TUPEKTOPA.

2012, oxTs6ps — 2014, HOSIOP®, 2 Toj1a | Mec
Oduc-menemxep

00O "TexIIpomTopr"

- IpUEeM U pacripeeSICHHe BXOISIIINX/UCXOSIIINX 3BOHKOB;

- paboTa ¢ BXOJSIICH U UCXOIAIIECH KOPPECTIOHICHITEH (PETUCTpaIlns, YUET, OTIIPaBKa);

- IeT0Bast TIEPeIicKa ¢ apTHEPaMU;

- COCTaBJICHHE 3asIBOK, 3aIIPOCOB, IPUKA30B, IPETCH3UH;

- pabora ¢ 6azamu BOJI (MOHUTOPUHT, CPAaBHUTEIHHBIN aHATH3 SKOHOMUYECKOH J1eATEIbHOCTH KOMITaHUH-
KOHKYPEHTOB, COCTaBIICHHE OTYECTA);

- MUCHbMEHHBIN MEPEBO]I KOPPECTIOHICHIIUHN C aHTJIUMCKOTO HA PYCCKU;

- o(popMIIEHHE BHU3 M TIPUTJIAIIICHUH JUIsl BhE3/1a HHOCTPAHHBIX TpakIaH B PO;

- pa3MerieHne Bakancuit kommanun. [logoop u aHanm3 pesioMe Imepconana pa3Ingaoro yposHs. [IpoBenenme
Tene()OHHBIX U MIEPBUYHBIX cobecenoBaHmid. KoopauHanus BeTped KaHAUAATOB C PYKOBOIUTEIISIMH.

- 3aKa3 aBHa U /11 OUIIETOB;

- IpreM TnoceTuTeneit (yaii/koge);

- obecrieueHue KU3HeAeATeIbHOCTU o(duca (3aKa3 MPOayKTOB, BOJIbI, KAHIITOBAPOR);

- BeJieHHe Tpaduka yyera pabouero BpeMeHH;

- BBIITOJTHCHUE MTOPYICHUH PYKOBOIUTEIIS.

2010, centsiops — 2012, uronb, | rox 10 mec
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Attorney trainee
College of lawyers of Irkutsk Region.

College of lawyers, Angarsk (Irkutsk Region)

- monitoring and legal analysis of Russian legislation;

- consultation with citizens about legal issues;

- composition of documents: legal claims, complaints, reviews, appeals, cassations, supervisory appeals etc.;
- interaction with law enforcement authorities and other state bodies within interests of individuals ;

- representation in civil court;

- legal support for deals;

General education
2009 year of completion

Highereducation(specialist’sdegree)

State Educational Institution of Higher Professional Education “Russian Academy of Justice”

Lawyer, Justice System Specialist program (law department)

Intramural. Diploma’s Grade-Point Average - 4,4.

Additional Education
2011 year of completion

Extension courses
“Intercom” company
English Courses

Languages
English—intermediate

Russian (native)
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Crakep agBokara
WpkyTckas obnacTHas KOJUIETHS aJJBOKATOB
Komnerus anBokaros, Aurapck (Mpkytckast 001acTh)

- MOHUTOPHUHT U NPAaBOBOW aHaNlU3 3aKOHOAATeIbCTBa PD;

- MOHUTOPHHT CyAeOHOH MPaKTUKH;

- KOHCYJbTAIMA TPaKJIaH 1O MPaBOBBIM BOIIPOCAM;

- COCTaBJIEHUE JJOKYMEHTOB: UCKOBBIX 3asBJICHUM, IPETEH3HH, OT3bIBOB,

aneJISIIMOHHBIX, KaCCAIIMOHHBIX, HA/I30PHBIX KaJlo0 | Mp.);

- B3aUMOJICHCTBHE C TPABOOXPAHUTEIHHBEIMU OpTaHaMH U HHBIMHU T'OC. OpTaHaMH B HHTepecax (hu3. JIHII;
- IPEICTAaBUTENLCTBO B CYJE M0 TPAXKIAHCKUM JIeIaM;

- JOPHINYECKOE COMPOBOKIAEHUE CIETIOK.

OcHOBHOE 00pa3oBaHme

2009 r.B.

Boiciiee oOpazoBanue (CrienuaIUCT)

T'ocynapcTBeHHOE 00pazoBaTelbHOE YUPEKJCHHE BBICIIEro MmpodeccuoHanbHOro o0pasoBaHus "Poccuiickas

aKaJIeMust IpaBoCyaus"
Opucrt, [1oaroToBKH CHENMATUCTOB IS CYIeOHON CUCTEMBI (FOPUIMUYECKHUI)

Ounas hopma o0yuenus. Cpeaauii 6amn qumioma 4,4,

JononauTensHOe 00pa3oBaHue

2011 r.B.

Kpr])I, IMOBBIILIICHUC KBaJII/I(l)I/IKaIII/II/l
Crynus "Untepkom"

Kypchbl aHMIMIICKOTO SI3bIKa

Baanenue si3bIkaMu
AHTIMCKUH - cpeTHAMA

Pycckuii (pogHoit)
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About me

Business qualities

Reliability, punctuality, determination, promptness, accuracy, attentiveness, self-sufficiency, good-willing,
communicativeness, sufficient, grammatically correct speech, conscientiousness, honour, compassion,
integrity.

Driver’s License

Category: B

I own personal car

Civil condition
Single. No children.

About me

Registered at the Moscow Region.
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[TogpobGnee o cebde

JlejioBbIe KayecTBa

OTBCTCTBGHHOCTL, IIYHKTYaJIBbHOCTD, HCJICYCTPEMIICHHOCTD, HUCIIOJIHUTCIBHOCTD, AKKYpaTHOCTbD,
BHHUMATCJIbHOCTh, CaMOCTOATCIBHOCTD, I[O6pOCOBeCTHOCTL, KOMMYHI/IK8.6€J'H>HOCTI), aICKBATHOCTb, I'paMOTHasd
pe€ub, Z[O6pO)KeHaTCJILHOCTI>, YCCTHOCTD, OT3bIBYUBOCTDH, IPUHINIINAJIbHOCTD

Boauresnnckue npasa

Kareropus B

JIn4aHEI aBTOMOOHIIE €CTH

CemMmeiiHoe MOJI0KEHHE

He 3amyxewm, [ereit Het

O cebe
Perucrpamus MO.



