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	Personal information
	

	First name / Surname 
	MARIA PAPADOPOYLOY 

	Address
	2, Socratous Street, GR 55134, Thessaloniki, Greece

	Telephone & Fax
	+302310442211
	Mobile:
	+306937282828

	E-mail
	mariap@gmail.com (personal)

	Nationality
	Greek

	Date of birth
	05.10.1992

	
	

	Work experience
	

	10/2016-onwards
	PF company (Frames company)

	Main responsibilities
	• Bookkeeping of revenues and expenses    • Keeping customers’ accounts

· Managing arrears                                   • Reception of orders

· Secretary duties                                     • Customer service 
· Control of smooth fulfilling of transactions • Recording & entering statistical data  

	
	

	3/2015 - 10/2016
	Clothes company (Clothing and underwear company)

	Main responsibilities
	· Supervising store  • Sales development & analysis
· Customer service  • Customer complaints • Cashier duties
· Products ordering  • Stock management  • Merchandising

	
	

	2010-2012
	Marketing Professional Services (Advertising company)

	Main responsibilities
	· Product promotion (occasional occupation)

	
	

	Education
	

	2/2016 – 2/2018
	Master in "International Economics" University of Macedonia, Greece.

	Principal subjects covered
	• International commerce                         • International relations

• Direct investments                                • Political Science and Diplomacy

• International and European Economics    • European Institutions

	International classification
	ISCED 7

	
	

	9/2010 – 1/2015
	Ptychio in Economic studies, Aristotle University of Thessaloniki, Greece

	Principal subjects covered
	• Economic theory • Accounting • Cost Accounting • Advertising

• Business administration • Marketing • Econometrics

	International classification
	ISCED 6

	
	

	Seminars
	

	5/2018
	Tax accounting

	Principal subjects covered
	· Income and expenses

· Taxation of individuals (completion of forms Ε1, Ε2, Ε3, Ε5)
· Periodical and final vat declaration

	Name of training organisation 
	KEME school

	
	

	4/2018 – 6/2018 
	Computerized accounting (Duration: 120 hours)

	Principal subjects covered 
	· Greek General Chart of Accounts - Code for Books and Records

· KEF 4 • ERP • FINANCE • VAT • PAYROLL

	Name of organisation training
	KEME school

	
	

	Languages skills
	

	Mother tongue
	Greek

	Other languages
	Understanding
	Speaking
	Writing

	
	Listening
	Reading
	Spoken Interaction
	Spoken Production
	

	English
	C2
	C2
	C2
	C1
	C2

	
	· Certificate of Proficiency in English, University of Michigan

	French
	A2
	A2
	A1
	A1
	A2

	
	· DELF A2

	Computer skills
	· Windows XP/Vista, (Word, Excel, Access, Powerpoint, Internet)

      (Certificate: Vellum Global Educational Services SA) 

· Econometric programs EXCEL, POLYPRO 


	                           Social skills
	· Team work:  Working in groups and cooperating with people of different educational and professional background 

· Negotiation: Handling successfully complaints and difficult customers

· Persuasion: Sales experience



	Organisational skills
	· Taking Initiatives: Proposed to my supervisor changes in some procedures in order to save time and serve more customers. 
· Organizational skills: 

· Experience as a shop-supervisor 

· Created a diary with customers’ questions, comments and complaints that  

analyzed every week in order to find ways of improvement both customer care & my work.



	Artistic skills 
	·  Creativity: Having dealt continually with merchandising


	Other skills and competences
	· Volunteer of the non-governmental organization “Chamogelo tou paidiou”
· Martial Arts (Kung fu)


