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last minute shopping




TR

ERGROUND. sUBWAY

[y e LA |
N A QU A MU










ADELA MALKOVA & JANA KALHOUSOVA

Cleaning.bf)oks (. o\ Brent
book revision J |_|brar|eS

answering readers” Inquiries

helping with events for kids




MARKETA FROMELOVA & LUKAS TQLG

revision of the fund

depreciation =
helping readers with registration 1
preparation of reservations

sorting of returned books

CoO Brent -&
2J Libraries .




LENKA URSACHEROVA &
JULIE PROCHAZKOVA

o working with client databases

o creating records 1n the archive

o creating profiles in a computer programme CLEAR HOUSE ACCOUNTANTS

LONDON'S PREMIER ACCOUNTING FIRM FOR
BUSINESS GROWTH

o working with invoices, statements

o from a bank account

working with post
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TEREZA DOLEZALOVA

o work on reception

o making calls with clients

o helping in the kitchen with cooking
for clients with children

o decoration of the centre for Christmas

help with promotion of the centre
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ZUZKA MARTINKOVA
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administrative task
working with social system Charm

filling 1n new information about family
or children

adding children who need new family
to the system Charm




working with Microsoft Powerpoint,

working with Excel Hilliersl

making presentations

Calling customers VISION

editing photos




ELISKA RYBAKOVA

o visa handling for English clients to Russia
o working with databases

o processing orders

o searching for news about luxurious travel
o creating spreadsheets
o contacting clients

o picking up passports




DAVID FOJTIK

o marketing
o promotion of the company on social networks

o working with database




ELISKA MUSILOVA AS Accountancy

entering new clients into the database
checking data

accountancy

working with client contracts
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PATRIK CIHLAR

creating of soclal media posts and scheduling
them

filling invoices

making layout of students evaluation in
Excel




NATALIE VLASAKOVA

o 1nforming clients 7> “”"\ ..
o Working with documentation

o evaluation of questionnaires

Active Care




VALENTINA MESKOV A

assigning properties to the system and to websites
bookkeeping

meetings with clients and negotiation of conditions

NV

Estate Agents




MAGDA BINKOVA

o working with data from the client database
and their processing in the reports

o sorting of accounting documents according
to different criteria

o classification of documentation according
to the client database and their personal
accountants.
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BUSINESS LINKS LTD




J ASMiNA CHENOVA Influential English

J— IEERERENNRNY

o designing leaflets and
business cards tor promotion

o running some errands



EVA GOTTWALDOVA ~ .,

o selection of furniture for flats

o communication with clients
o contacting clients

o selection of suitable apartments according
to clients requirements

o entering enquiries into the database
o selecting flats in certain areas

making an overview of apartments

ULTRA ESTATES



checking their bank
transfer payments
every morning
writing business
letters

making presentations
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