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EDUCATION
· HIGH SCHOOL (1987)

· TWO-YEARS COURSE IEK OMEGA (1988-1989) 

COURSE: SECRETARIAT & PC SKILLS 
· PITMAN COLLEGE INSTITUTE, ENGLAND(7-8/1989)

COMPUTER APPLICATION 

· GREEK STATE DEGREE FOR PC APPLICATIONS, ATHENS (9/1989)
· ECDL: COMPUTER APPLICATIONS, ATHENS (2006)
· ADVANCED COMPUTER APPLICATIONS, ATHENS (2015)
· SEMINAR FOR ELECTRONICAL SUBMISSION OF THE TECHNICAL & FINANCIAL FOLDER FOR PUBLIC TENDERS (2015)
FOREIGN LANGUAGES
· ENGLISH  : PROFICIENCY CAMBRIDGE
· FRENCH : CERTIFICAT
OTHER 
· P/C : MICROSOFT OFFICE 2010 (WINDOWS ΄08, ΄10 & XP) : 

               WORD, EXCEL, POWER POINT, ACCESS & ΟΝΕΝΟΤΕ
              OUTLOOK EXPRESS

              MICROSOFT OUTLOOK 
              INTERNET EXPLORER

· The following programs for commercial & trade management:
UNISOFT’s KEFALAIO, MEGASOFT’s PRISMA, SINGULAR’s LOGIC ACCOUNTANT, DATA 
COMMUNICATIONS’ WINERA INTEGRAL v.4.10, ALTEC’s ATLANTIS & UNISOFT’S 

SOFTONE BUSINESS EXPLORER
ΗOBBIES
· CREATIVE WRITING, READING, TRAVELLING, HISTORY, GARDENNING, COOKING, MUSIC, THEATER
BUSINESS ACTIVITY
· PANAGIOTARAKOS ΟΕ. (5/1990-6/1991)

BOOKKEEPING OFFICE
DUTIES: SECRETARY-RECEPTIONIST, LOGISTIC DATA ENTRY, BOOK KEEPING WITH INVOICES, VAT ISSUING Α’ & Β’ CLASS.
· GRANTEX S.A.  (7/1991-8/1997)

SPARE PARTS INDUSTRY 
DUTIES: BOTH EXECUTIVE SECRETARY AND ASSISTANT TO IMPORTS-EXPORTS MANAGER, ORGANIZING COMPANY’s PARTICIPATION TO INTERNATIONAL EXHIBITIONS.
· KNOWSYS S.A. (11/1997-5/1999)

BRAIN TRUST
DUTIES: EXECUTIVE SECRETARY AND CEO’s PERSONAL ASSISTANT, OFFICE SUPERVISOR, PARTICIPATION TO MARKETING EVENTS (PART OF COMPANY’s OBLIGATIONS TO CUSTOMER MARKETING SERVICES) – CUSTOMERS AS VIOHALKO, THRACIAN GOLD MINES, MILOS GOLD MINES, ATTIKI ALUMINIUM, EX PANAFON, etc.
· CHRIS-PAN S.A., GROUP OF COMPANIES (6/1999-4/2003)

PLASTICS INDUSTRY
PRESIDENT’S SECRETARY AND PERSONAL ASSISTANT
DUE TO THE FACT THAT THE PRESIDENT WAS PRESIDENT BOTH TO THE GROUP OF COMPANIES AND TO GREEK PLASTIC INDUSTRIES ASSOCIATION, HE NEEDED ADDITIONAL SECRETARIAL AND MARKETING SUPPORT.
· BioPark S.A. (5/2003-10/2003)
COMPANY DEALING WITH ELECTRIC POWER & LIGNITE
AS PRESIDENT’s PERSONAL SECRETARY AND OFFICE SUPERVISOR, I HAD TO ORGANIZE SEMINARS AND PRESS CONFERENCES.
· Β. TSEKMERES S.A. (11/2003-01/2007)

COMPANY IMPORTING AND TRADING MACHINERY AND CONSUMABLES FOR THE TEXTILE & GRAPHIC ARTS PRINT INDUSTRIES
PERSONAL ASSISTANT AND OFFICE SUPERVISOR REPORTING TO THE CEO, RESPONSIBLE FOR ALL ADMINISTRATIVE FUNCTIONS WITH ADDITIONAL DUTIES AND RESPONSIBILITIES AS MENTIONED BELOW:
· IMPORTS (FROM USA MAINLY) & EXPORTS TO EUROPE AND COUNTRIES OUTSIDE EU
· CHECKING IN A REGULAR BASE  FOR THE MOST SUITABLE FREIGHT FORWARDERS
· AFTER SALES SERVICE – CUSTOMERS HANDLING  
· WAREHOUSE HANDLING AND MANAGEMENT 
· YEARLY ISSUING COMPANY’S OFFICIAL PRICE BOOKS
· JOHN PAPAGIANNOULIS S.A. (09/2007-09/2008)

MARBLE & GRANITE INDUSTRY AND COMMERCIAL COMPANY
CEO’s PERSONAL ASSISTANT, RESPONSIBLE FOR THE FOLLOWING:

· IMPORTS (MAINLY FROM AFRICA & EAST ASIA),
· EXPORTS (TO USA, LATIN AMERICA & EUROPE),
· ORGANIZING COMPANY’s PARTICIPATION TO INTERNATIONAL EXHIBITIONS.

· KAMARINOPOULOI BROS O.E. (10/2008-01/2011)

SMALL FAMILY COMPANY MAKING & TRADING WITH WOMEN’ CLOTHES
FINANCIAL EXECUTIVE SECRETARY WITH THE FOLLOWING DUTIES:

· SECRETARIAL RESPONSIBILITIES
· COMPANY’s BUDGET
· INVOICING INCLUDING THE RELEVANT COMMUNICATION WITH CUSTOMERS FOR COLLECTING MONEY, 
· IMPORTS FROM ASIA AND EXPORTS TO EUROPE
· ORGANIZING COMPANY’s PARTICIPATION TO NATIONAL EXHIBITIONS
· DAVLERIS S.A. (07/2011- 10/2013)  
ELECTRICAL EQUIPMENTS, LIGHTING IMPORTS-EXPORTS, DISTRIBUTIONS
OWNER’S PA, IMPORT-EXPORT SENIOR EXECUTIVE, WITH THE FOLLOWING DUTIES:

· SECRETARIAL RESPONSIBILITIES
· MARKET RESEARCH FOR NEW ITEMS, PRICELISTS UPDATE, etc.
· IMPORTS FROM ASIA AND EXPORTS TO EUROPE
· ORGANIZING CEO’s VISITS PARTICIPATION TO INTERNATIONAL EXHIBITIONS
· MEVACO S.A. (11/2013-TODAY)  
METAL CONSTRUCTIONS, IMPORTS-EXPORTS, 
PA TO TECHNICAL/PROJECT MANAGER, ADMINISTRATIVE SUPPORT TO DEFENSE DIVISION, WITH THE FOLLOWING DUTIES:

· FAI DOCUMENTATION PREPARATION

· SECRETARIAL RESPONSIBILITIES FOR COMMERCIAL NEEDS (OFFERS, TECHNICAL SPECIFICATIONS, PRICING, etc.)
· FOLLOWING/KEEPING-UP-TO-DATE ISO REQUIREMENTS & PROCEDURES, etc.
· PREPARATION AND SUBMISSION OF FULL TECHNICAL & FINANCIAL PROPOSALS FOR PUBLIC (OR NOT PUBLIC) TENDERS.
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