Hana  Hurleyova

Date of Birth:   
July 28,1970


Address:   Hraskeho 1905/1,

Nationality:      
Czech    


  148 00, Praha 4 -Chodov         Driving licence: 
B


         

E-mail:      hana.hurleyova@centrum.cz    Mobile phone:+420 776 181 760           

SUMMARY


Native Czech speaker with fluent knowledge of English and working knowledge of Italian. Good level of communication and organization skills. Cope well in stressful situations. Team player, flexible, resourceful,creative.

OBJECTIVES


To use my language skills and educational qualification, to increase my knowledge and to work in an international environment that can give me the opportunity to grow professionally.

WORK  EXPERIENCE


March 2007 – today  
     Inbev BSC Prague

(Logistics Admin Process Specialist –German Truck Team(Europe)

Area of responsibility:

· Issuing invoices, credit notes, corrections from SAP and from Assist 

· Creating reverse orders for empties

· Booking goods issues

· Communication with internal colleagues from other parts of Inbev branches

· Workflow maintenance

· Customer one maintenance (occasional)

· Entering orders for tankers and containers for the UK and Ireland

Countries of responsibility:

· DE,RU,KZ,PL,LU,RO,YU,SE,DK,FI,NO,LT,LV,EE,IS.

April 2006 – February 2007      DHL Information Services (Europe) s.r.o.



(Personal assistant – 

· Supporting of head of Resourse and  Vendor Management

· Assisting with project administration

· Dealing with clients, providing first point of contact for internal and external colleagues

· Maintaining and udpating DHL intranet and SHARE IT
· Maintaining inbound plan and seating plan and Mentors list

· Coordinating of travel and accomodation arrangements

· Arranging videoconferencies and internal and external meetings

· Order processing in BAC)

2003-2005
Upstream Connections Ltd.

(Market research, gathering user requirements, producing technical documentation, website design, documents translation (CZ/SK- GB, vice versa)

1997-2003  
Free-lance translator
(translating for Harlow council and for Czech official visits, helping with organizing events at Harlow Playhouse for Harlow Twinning Association)

1996-1997
ELREMCO Ltd.

(worked in accounts on requisition)

1994-1995
Glaxo plc.

(dealing with customers queries and complaints on daily basis by phone, looking up invoices and claims, hospitality)

Exmise plc. - advertising company

(creating advertisements, window-dressing) 

Pension funds

(administrative support to managers, dealing with customers)

1988-1990  
Hydroproject Prague

                      (worked as a designer in Electrical engineering department)

EDUCATION


August  2006  CMC Graduate School of Business o.p.s.–training course:      

· Presentation skills

· Communication skills

October 2006  CMC Graduate School of Business o.p.s –training

course:



·  Developing self and others

2005

IT2 Web Publishing

2004-2005  European Computer Driving Licence

2003-2004 IT1 Desktop Publishing,IT1 Presentations,IT1 Databases

IT2 Spreadsheets

2001-2003  
Essex Adult Community College - Certificate in Italian (Advanced level)

2000-2001  
City & Guilds - Certificate ICT BASICS
- wordprocessing

                                                                          

- spreadsheet

1995-1999  
University of Cambridge - Certificate of Proficiency in English

1990-1995 
Prague University of Economics

                  
Faculty of Business Economics

                  
Specialisation: Enterprise economy


Thesis: Differentiation of salaries and evaluation of human resources in ČKD Prague

1984-1988    Technical College (SPŠE Fr.Křižíka)

LANGUAGE  SKILLS      

         

English       fluent (Certificate of Proficiency in English)

Italian         advanced level   

Russian      basic

PC  SKILLS

 

PC user
 MS Office (Excel, Word,Access, PowerPoint,FrontPage), 

 MS Outlook , Internet

INTERESTS

 

Swimming, cycling, travelling, photography, reading, music         

REFERENCES


Upon request from:

Mr. Tim Cobbolt – Head of Resource and Vendor management, DHL Information Services (Europe)s.r.o.

e.mail: tim.cobbolt @dhl.com

Mr  Alexis Sheldon - managing director, Upstream Connections:

e-mail asheldon@upstreamconnections.com 

Mrs. Lynn Davis 

e-mail:lynnidavis@yahoo.co.uk

Ms Jarmila Brixova – manager, Deloitte Czech Republic

+420737235544

e-mail: jbrixova@deloitteCE.com

