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O mne

Volam sa Mia a ako virtualna asistentka pod znackou InfattiVA pomaham
podnikatelom a firmam efektivnejsie riadit ich kazdodenné udlohy. S mojimi
sluzbami ziskate viac Casu na strategické rozhodnutia, kreativhu pracu, Ci
rozvoj vasho podnikania a v neposlednom rade aj ¢as na vasu rodinu.

Postaram sa o spravu vasich e-mailov a kalendara, aby ste uz nikdy nezmeskali
ddlezity termin ani nezostali zahlteni neprecCitanymi spravami. Pomdzem vam
s administrativnhou podporou, profesionalne spracujem dokumenty a udrzim
vase ulohy organizované.

Vy sa sustredte na rast svojho biznisu — o zvySok sa postaram ja!



Skusenosti

2021 -

materska dovolenka/ Office manage-HR dpt.

AstraZeneca

INFATTIVA

YV irleved OWssestant

Priprava a update pracovnych zmluy,
Spracovanie faktur v systéme SAP,

Priprava podkladov pre mzdy, audity, BOZP,
Update smernic a zmluy,

Komunikacia s pravnym oddelenim,
Priprava teambuildingov a akcii,
Poskytovanie informacii zakaznikom.



Skusenosti

2019 - 2021/ Profesionalny Co-Host kratkodobych pobytov - Virtualna asistentka

Sukromny klient (kontakt na zaklade Ziadosti)
e Komunikovanie s hostami a lokalnym teamom na Slovensku a v zahranici,
e Sprava ponuky kratkodobého ubytovania na portaloch Airbnb, Booking.com, Agoda,
e Riesenie vzniknutych problémov s rezervaciami,

Neustala podpora a poskytovanie informacii hostom pocas pobytu,

Tvorba reportov pre uctovnictvo, spracovanie platieb,

Technicka podpora prepajania platforiem,
Skolenie hového ¢lena teamu.
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Skusenosti

2020 - 2018 Contract Commercial Manager

IBM
e Priamy kontakt so zakaznikmi,
Priprava klientskych prezentacii a ich prezentovanie,
Vytvaranie financnych sprav a aktualizacii podla zmien,
Priprava podkladov pre fakturaciu,
Vedenie pravidelnych mesacnych meetingov tykajucich sa fakturacie, zmien v zmluvach atd,
Zmeny v zmluvach — priprava navrhov zmien zmldv a komunikacia s pravnym oddelenim a
klientmi,
Vedenie ¢lenov timu,

Vytvaranie procesnych dokumentov.
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Skusenosti

2015 - 2018 Baseline Manager Nordic team

IBM
e Vedenie kalendara stretnuti, organizacia pravidelnych stretnuti a konferenénych hovoroyv,
Priprava a distribucia zapisnic z konferenénych hovorov a stretnuti,
Administrativa a tvorba sprav,
Priprava PowerPoint prezentacii pre zmluvného manazéra,
Priprava financnych Excel reportov a statistik pre fakturacny cyklus,
Vytvaranie procesnych dokumentov v MS Word.
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Skusenosti

2013 - 2015 BP Compliance Administrator, Team Coordinator for EMEA STG Revalidation

IBM

e Hodnotenie spdsobilosti a opravnenosti spolocnosti obchodujucich s IBM,
Priama komunikacia s obchodnym partnerom a pravnym oddelenim v IBM,
Administrativhe Cinnosti a tvorba spray,
Koordinacia Cclenov timu,

Pravidelnd priprava reportov a prezentacii pre audity,
Spolupraca s auditormi a reagovanie na ich poziadavky.
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Skusenosti

2010 - 2013 Customer Fulfillment Administrator for Italy, Team Coordinator for Italy, UKI, SPIG, CEE countries

IBM

e Priprava zmluv na hardvér, softvér a servisné produkty,
Dennd komunikacia s kolegami v Taliansku,
Administrativhe cinnosti a tvorba reportoy,
Spolupraca s auditormi,
Pravidelna priprava reportov a prezentacii pre audity,
Koordinacia ¢lenov timu.
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Skusenosti

2006 - 2008 Koordinator jazykovych kurzov

AKADEMIA VZDELAVANIA
e Priprava jazykovych kurzov a individualnych lekcii pre firmy a individualnych klientov podla ich potrieb,
e Priama komunikacia s klientmi,
e Priprava zmluv pre firmy a individualnych klientov podla dohodnutych podmienok,
e Priprava zmluv pre ucitelov, administrativne cinnosti,
e Priprava dokumentov potrebnych na fakturaciu jazykovych kurzov a platby ucitelom,
e Evidencia a kontrola dochadzky,
e Organizovanie jazykovych kurzov v zahranicCi vratane rezervacie leteniek, ubytovania a jazykovych
kurzov,
e Priama komunikacia s partnerskou jazykovou skolou v zahranici,
e Marketingova podpora
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Skusenosti

2003 - 2004 Recepcna

SLOVENSKE AEROLINIE
e Vitanie navstevnikoyv,
e ZabezpecCenie spravy a udrzba zasadacCiek a kalendara stretnuti,
e Prijimanie telefonickych hovorov v mene spolocnosti,
Spracovanie posty, dochadzky a knihy navstey,
Vykonavanie administrativnych uloh podla poziadaviek nadriadenych.
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Vzdelanie

2025 - Akadémia virtualnych asistentiek
e Kurz virtualnej asistentky
2008 Centro linguistico Italiano Dante Alighieri v Rime, Taliansko
e Talianska gramatika a konverzacia
2005 Manchester, UK
o Anglicky kurz a konverzacia
2001 - 2008 - Fakulta manazmentu UK v Bratislave
e Marketing a Financny manazment
1997 - 2001 - Obchodna akadémia v Bratislave

JAZYKY
Anglictina - B2
Taliancina - Bl
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Silné stranky

e Samostatnost

e Zodpovednost

e Spolahlivost

e Komunikativnost

e Preciznost

e Individualny pristup ku klientovi
e Medzinarodné skusenosti
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Hlavné sluzby

ADMINISTRATIVA EMAILOVA PODPORA SPRAVA KALENDAROV
Skusenosti od 2003 Skusenosti od 2003 Skusenosti od 2003
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Co hovoria byvali $éfovia

Mana (Mia) byla soucasti meho HR tymu v AstraZeneca na Slovensku jako Office Manager a HR Assistant. Vedla samostatne veskerou agendu spojenou se spravou
kancelare, zpracovavala podklady pro mzdy , ucastnila se aktivne naborovych aktivit a a byla platnym clenem projekovych tymu v ramci ruznorodych HR projektu . Mia
si vzdy plnila sve ukoly na 100%, byla proaktivni a samostatna. Vzdy jsem se na ni mohl ve vsem spolehnout. Kolegove na Slovensku velmi ocenovali jeji vstricny a

lidsky pristup .

Tomas Miejnek
Partner
tomas@ewoque.cz
+420 604 225 534
Linkedin

Ewoque
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Co hovoria byvali kolegovia?
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Karcolova, Michaela
Tome - Thu, Mar 13 at 11:18 AM

Maria was a valuable part of the Office management team. She has been supporting colleagues in many tasks such as - preparing payroll documents, answering
various questions related to everyday work life. She help organize meetings, congresses and she was as well helpful with preparing refreshments for visits to the
office. Maria was the go to person when communicating with external vendors such as cleaning services, landlord and health and safety representatives. She worked
in various systems such as 5AF, BOX, Share point, M5 office..._Mana was definitely a colleague who was always willing to help, was available at any time and was
very appreciated by her colleagues.

5 pozdravom
Michaela

Michaela Karcolova
Office Manager

AstraZeneca
Mivy Tower, Mlynske Nivy 5, 621 09 Bratislava, Slovakia
M:+421 911 450 844

michaela.karcolovaj@astrazeneca.com




Co hovoria byvali kolegovia?

lenka.horny@gmail.com A
To me - Thu, Mar 13 at 7.53 PM

S Mariou som spolupracovala niekolko rokov v IBM v rovnakom teame. Bola to velmi mila, sikovna a napomocna kolegyna, dobre zorganizovana a vzdy ochotna pomoct. Neskor sa nase

pracovne cesty rozisli ale viem akym aktivitam sa venovala v praci na TPP aj popri tom. Vzdy si vedela perfekine stanovit priority, zadelit si cas a venovat sa vsetkemu nad 100%.
S pozdravom

Lenka Hornackova

monika d
To me - Tue, Mar 11 at 1:29 PM

Mia bola moja kolegyna v Akademii vzdelavania a v IBM.

Dobre sa s nou pracovalo, nakolko zodpovedne pristupovala k praci, neodkladala problemy na neskor, ale hned sa im venovala. Vzdy bola ochotna pomoct kolegom, bola dobry timovy hrac.
Urcite ju odporucam, nakolko ulohy si plnila vzdy zodpovedne, dalo sa na nu spolahnut, ze urobi svoju pracu najlepsie ako vie a vzdy vcas.
Monika
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Co hovoria byvali kolegovia?

Giertli, Pavol (GDP next)
To me - Wed, Mar 12 at 913 AM v

Maria (Mia) je vynimocny Clovek, s ktorym som mal ta Cest pracovat. Je vZzdy ochotna pomdéct, €i uZ ide o malé ulohy alebo narocné projekty. Pracuje s
obdivuhodnou svedomitostou a vZzdy sa mdzete spolfahnut na je] zodpovednost. Svojim usmevom a pozitivhym myslenim prispieva k vytvaraniu
pozitivne] atmosféry. V pracovnej oblasti je to presne ten Clovek, kiory prinasa skusenosti, systém a organizaciu.

Mohol by som tu pisat dalSie superlativy na jej adresu a neklamal by som. Uprimne, ak chcete dobrého, ochotného a spofahlivého Cloveka vo svojej
firme, kontaktujte ju. Ale rychlo, takychto fudi je malo.

Pavol Giertli

IT support

Astrafencca

Mivy Tower

Miynske nivy 18590/5,

&21 09 Bratizlava, Slovakia
M: +421 910 736 504

pavol.giedli@astrazeneca.com
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Co hovoria klienti?

S pani Fekete sa mi spolupracovalo viborne. Vsetky dokumenty a podkiady boli vZzdy prnpravené nacas a v spravnel podobe. Komunikacia prebiehala na priatefskej,
no zaroven profesionalne urovni. Pani Fekete je spofahliva, disledna a vZdy pripravena riesit’ ulohy efektivne a s maximalnym nasadenim. Oceriujem jej profesionainy
pristup a zodpovednost, vdaka ktorym bola nasa spolupraca mimonadne efektivna a prijemna. Som rada, Ze som mala mozZnost s riou pracovat.

MIRIAM KALANINOVA
Consultant

Direct +421 2 5710 6634
Mobile +421 907 565 309

kalaninova@bdoslovakia.com

BDO Services, spol. s r.o.
Eurovea - Central 3
Pribinova 10

611 09 Bratislava
SLOVAK REPUBLIC

- B a e e e
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Co hovoria klienti?

Sukromny klient 1/3

| am thrilled to provide this review for Mia, who has been an exceptional contingent worker for our company in the short-term rental sector.
From the moment Mia joined our team, she demonstrated an unparalleled level of professionalism and dedication that set her apart from

others. Her ability to manage every aspect of our short-term rental operations was truly impressive, showcasing her versatility and
comprehensive skill set.

Mia's communication skills were nothing short of extraordinary. She effortlessly conversed with clients in multiple languages, ensuring that
every guest felt welcomed and understood, regardless of their native tongue. This linguistic prowess not only enhanced our company's
reputation but also significantly improved guest satisfaction rates.

One of Mia's standout qualities was her problem-solving ability. No matter what issues arose, from minor inconveniences to major
challenges, Mia tackled them with grace and efficiency. Her quick thinking and resourcefulness meant that problems were often resolved
before they could impact our clients' experiences.

INFATTIVA
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Co hovoria klienti?

Sukromny klient 2/3

Reliability is a crucial trait in the hospitality industry, and Mia exemplified this quality in every task she undertook. Whether it was

coordinating check-ins, managing property maintenance, or handling last-minute requests, Mia could always be counted on to deliver
results with precision and care.

What truly sets Mia apart is her genuine desire to help others. She went above and beyond her job description countless times, anticipating

needs and providing personalized touches that made our guests feel truly special. Her attention to detail and commitment to excellence
were evident in every interaction and task she completed.

Mia's organizational skills were impeccable, allowing her to juggle multiple responsibilities without ever dropping the ball. She managed to

keep track of various properties, client preferences, and scheduling demands with remarkable ease, ensuring smooth operations across the
board.
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Co hovoria klienti?

Sukromny klient 3/3

Her adaptability in the face of the ever-changing demands of the short-term rental market was admirable. Mia quickly adjusted to new
policies, technologies, and market trends, always staying one step ahead to provide the best possible service to our clients.

It's rare to find someone who embodies such a perfect blend of efficiency, warmth, and professionalism. Mia's positive attitude and friendly
demeanor made her a joy to work with, both for our team and our clients. She created a welcoming atmosphere that turned first-time
guests into loyal repeat customers.

In conclusion, Mia is an exceptional professional whose skills and qualities make her an invaluable asset to any team. Her experience in
Mmanaging short-term rentals, combined with her outstanding interpersonal skills, problem-solving abilities, and dedication to client
satisfaction, will undoubtedly make her an excellent personal assistant. Any individual or organization would be fortunate to have Mia's
support and expertise. | wholeheartedly recommend her for any role that requires a highly skilled, multi-talented, and personable
professional.
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Co hovoria klienti?

boris peuch
To me - Wed, Mar 19 at 516 PM

Je recommande et remercie les services de Mia pour l'assistance qu'elle m'a fourni pour l'organisation de mes photoshooting. Elle m'a en effet proactivement fourni le

contact des maquilleuse-visagistes, des models (dont une participante au coucours Miss Slovaquie) et aussi de la fourniture des bijoux Keralaka.

Preklad:

Odporucam a dakujem Mii za jej sluzby a asistenciu, ktord mi poskytla pri organizacii mojich foteni. Proaktivne mi totiz
poskytla kontakt na vizazistky, modelky (vratane jednej Ucastnicky sutaze Miss Slovensko) a tiez zabezpecila Sperky
Keralaka.
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Kontakt

Mobil 0949 862 781
Email asistencia@infattiva.sk
LinkedIn Mia Fekete

Homepage www.infattiva.sk




