AKTHUBHO
TPAXEILE 1TOCJIA

aAp AnekcaHapa ByjKo



Job hunt
Job search

Yekatu nocao




KAKO HAIIMCATHU BUOT'PADIIA???

CV, CURRICULUM VITAE,
RESUME, LEBENSLAUEF...




TUMOBUN BUOTPADGUIA

XPOHOJIONIKHA

OYHKIIMOHAJIHU

KOMBUHOBAHHU




buorpaogpu ja
Buozpaguja

Buorpaduja
brorpaduja (Times New Roman)

buorpadwuja (Arial)




NMNYHU NOAAUN

3(Ha) 1 npesnme
"KoHTaKT nogauu
Appeca
TenepoH, mobuNHU
TenepoH
E-mail



doTorpaduja- Aa UNU He?




[ lpoBepa

Il1a v ce Bawe nme
M npe3ume Hanasey
roptbem aeny buorpaguje

M Aa NN CY JaCHO
VO4Y/bUBWU?

[l1a n"n cTe HaBenu caee
notpebHe nopaTke?

[1a v cy nopaum Ta4yHu?

[1a nn je poTorpadumja
npUKNaaHa?



Hajuewhe rpeluke

Knsa lNMetposuh - 3opaH lNeTtpoBuh
Cawka JosaHoBuh - AnekcaHgpa JosaHoBuh

e kizamafia@mail.com

* sashkica swatka mawa@mail.com

e zoran.petrovic@travelagencija.rs

* 3.Jovanovic@eunet.rs
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| PaaHO UCKYCTBO

*KomnaHuje y Kojuma

icTe pagmnn (ume u

ajpeca nocnoaasua)
eBpcTa AenaTtHoOCTM nnun
CEKTOop

e[lepnop 3anocnera y CBaKoj
e[lo3numnja (3aHMMaHe Unu
PaZiHO MEecCTO)

e[NaBHN NOCNOBU U
OArOBOPHOCTM

e CTeyeHa 3Hakba M UCKYCTBA



[lpoBepa

e Jlanncrey pagHOMm
MCKYCTBY HaBenu Bawe
nyXXHocTn, obasese,
pe3ynrtaTte u ycnexe 3a
CBaKy paaHy no3uumnjy?

* Jla nu CcTe HaBe/1n CBa

paaHa UCKYCTBA KOja
nmarte?



Ob6pa3oBame

*PaKkynTter

eCpegHa WKOMA

eHa3ne noge/beHe KBannpuKauumje n HMBO
npema HauMoHanHOoj nnn mehyHapoaHO]
KnacuduKkaumjm
*[naeHu npeameTn/ credeHodP,
npodecroHanHe A
BELITUHE e
e[lpocek- fa nnun He? _ &8




[lpoBepa

* [1a nu cte ob6pa3oBarbe HaBeIM XPOHONOLWKHU
(v y3 HaBohere roanHa Kaaa je Tpajano)
noYyesLIU o4 HajcKkopujer?

* [la N1 cTe HaBeNu KONIMKO joll umarte A0
3aBpLUETKA LWKONOBaHa ?

* [la nn CcTe HaBenwu NMYHO U TA4YHO UME

0bpa3oBHE UHCTUTYLUU]E N HA3UB A0AEe/beHe
KBanmodukaumje?



HedopmanHo obpa3oBame

*CeMUHapu
e KypceBU
eBonoHTUpare




JInuHe BeWTUHE U KoMneTeHuuje

*[lo3HaBakbe CTPaHUX je3UKa
e /IpylUTBEHE BELUTUHE U
KOomMneTeHuunje
eOpraHn3aLmnjCcKe BelwTUHEe “
KomMneTeHuunje

® [exHN4YKe BellTnHe "
KomMneTeHuunje

eOcTano




[lpoBepa

[la N1 cTe HaBeNn maTeprsu je3nK?

[1a " cTe HaBenu Aa noceayjete BO3avKy
no3sony (yKonuko noceayjete)?

[la nu cTe HaBenu cee Nporpame Ha pavyHapy
KOje 3HaTe Aa Kopuctute?

[l1a v CcTe BelWTUHE HaBenu no pegocneny
Ba)XHOCTM 3a NOCAO0 3a KOjU KOHKypuweTte?



OcTano

*JInyHe BeWwTUHEe n xobunjun
ePedepeHLe

*4naHCTBO Yy NpodeCcCUoHaNHUM
opraHu3sauunjama




PDopma CV-Hja

NIMYHU NOAALM

Hve 5 npezaMe
Hdatvm pohema
Anpeca
bpauHO cTame
JAp#aBB»aHCTEO
OBPA30OBAGE
T oguna HucTtHTVOH]A
PAJHO UCKYCTBO
I'oguHa HucTHTYVIH]A
OBJIACT NMPO®ECUOHAJTHOI UHTEPECOBAHA

Oonact Vixa HavaHa/cTpvaHa 00IacT

BELUTHUHE

Bozagxa qozsona

Pax v MS wordu. MS exelu. Power Pointu

JE3BNLUMU — cepTtudmurkat wam camonpoueHa

roBOP YUTAE

NMACALE

Exrnecks

PpaHITYCEKH

Pvckm

>




Prezime Ime CV.doc (docx, pdf)




PYLWTBEHE MDEXKE

KLOU

|

~ -
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‘ - i
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TweetDeck del.icio.us' ' -1 Blogger \

N3Bop doTorpaduje: http://maziermedia.com



[lponpaTHO NUCMO




KoMyHMKaLUMja eNeKTPOHCKOM NOLTOM

=
+
[ ]




MoTuBayuMoHO NUCMO

1-2 A4 cTpaHe

Llnb je na ce ctBopu camnka o Bama u ybeau
cenekumoHa komucuja aa onabepe baw Bac

MpeactasuTte cebe Kao pasyMHy, Pa3NoXKHY U
MOTUBUCAHY 0COby

YcKnaauTte concrBeHe uu/bese ca Lu/beBmMma
nporpama 3a Koju anavuupare



[1a3nTe Ha rpamaTrKy n npasonuc!

- g
—~

|

Due to his grammar mistake, Wilbur Found a
position. It Just wasn't the one he wanted.




Morvhu cagpxaj u dopma nponpaTHOr xmcual
Appeca

Aatym
Ocobawnnmnpeaysehe Kojemce Wasbe
Y npsom nacycy Tpeba objacHMTH pa3nor nucarba NMcma.
Toje, 0buyHO, 0AroBOP Ha OFNAC, Pe3yNTaT NPETX0AHOr A0r0BOPa, CyrecTuje Heke 0cobe MAK CAMYHO

Y ppyrom nacycy Tpeba HarnacuTu je AHy MaKn ABe CTBapM Y BE3W Ca NPETX0AHMM PaaHMM CTaXOM, 0AHOCHO
WCKYCTBOM M/IM BELUTUHOM, 33 KOje KaHAMAaT Bepyje aara keanuduryjy 3a nocao waum 4a cy notpebxe
npeay3ehy kojem ce obpaha.

Mocnearu nacycTpeba 3ak/byunTy ca monbom 3a MHTEpPBjy U AaBarbem MHGopmaumja noTpedHmux 3aTo (Ha
npumep: 6poj TenedoHa, Bpeme y KojeM Ce MOKE 38aTU U CIMYHO).

Mucmo Tpeba 3aspunTi n3paszom wybasHocTy (Ha npumep: ""c nowToBarkem") M NOTAMCOM M3HAA,
OTKYUAHOT - UCNUCAHOT NYHOr UMEHA U NPE3UMEHA.



KOHKYpC 33 pagHO MecCTo
peuenunoHep

3apaum pagHor mecra:

e AKTUBHA KOMYHMKaLMja ca rOCTUMA N MNOCJIOBHUM
napTHepuma

eYek uH / YekK ayT onepauuje

ePe3epBaumnje

eKoopanHauuja ca octanmm cayxbama xotena

YcnoBu 3a KaHaupare:

eBuLIa MM BUCOKA CTPYYHa cnpema

e06aBe3HO 3HAHE EHINIECKOT U jow jeaHOor CTPpaHor
je3nKa (roBopHU 1 NMUCaHn)

e[lo3HaBaHe paga Ha pavyHapy, NOXe/bHO UCKYCTBO Y
paay ca XoTenckum nporpamom dnagenmo

e MUHUMYM ABe roguHe pagHoOr MCKYCTBA HA UCTUM
WAU CIMYHUM MOCNOBUMA



KOHKYpPC 3a paAHO MeCTO TYPUCTUYKMU

PAAHUNK
YcnoBsu 3a KaHauAaaTe:
erloceaoBakb€ AUN/IoOMe 3aBpLlieHe BuLle Nnun
BUCOKe CTpYy4He cnpeme
* MMHUMYM 3 roanHe pagHoOr UCKYCTBa Y
TYpU3IMy
eMO3HaBakbe paaa Ha payyHapy
®aKTUBHO 3HAHEe eHr/1ecKor je3nKa
® KOMYHUKATUBHOCT
3anocneHnma Hyaumo:
epaaHM oaHOC Ha HeoapeheHo



KOHKypC 3a pagHO MecTo NOMOhHMU
PAAHUK Y KYXUHU

3agaum pagHor mecra:

e[lpunpema canarte

e[lpynpema HaMMpPHMLA 33 KyBape

e[Iparbe cyha v ogprkaBarbe XUrmjeHe

e[lomarke oCTaIMM 3anocaeHnMa Ha APYrMm pagHMM mMecTMma no notpedbu

YcnoBu 3a KaHaupare:

*[10}Ke/bHO UCKYCTBO Ha NOC/I0OBMMA NOMONhHOT pagHMKa Y KyXukbU

e[1peyn3HOCT y paay

e/la HNje KPMBUYHO KaXKHbaBaH M Aa ce NPOTMB Hera He BOAU KPMBUYHM NOCTYNaAK

3anocieHnma Hygumo:

*CBOjUM 3aMocC/eHUMa HYyAUMO pagd y NPUjaTHOM U AUMHAMUYHOM OKpPY*KeHy, CTUMYNIATUBHY U
cTabunny 3apaay, Kao n moryhHoCT ycaBpliaBatba M HanpeaoBaka y npodecu;ju.
Nckopuctute moryhHOCT Aa MaKCMMa/IHO pa3BUjeTE U UCKOPUCTUTE CBOje NOTEHUNjane
pagehun y HajcaBpemMeHMjemM NOC/IOBHOM OKPYIKEHbY.



KOHKypC 3a pafilHO MeCTO r/1aBHWU
aHMMaTop

*Onuc nocna u 3aayKemwa

eKoopanHUpPa aKTUBHOCT 04e/berba aHMMaUUje
ebpuHEe 0 TeEXHUYKOj NCNPaBHOCTU U CUTYPHOCTU CBUX anapaTa
Yy oAe/bery aHMMauuje

eOcMmuULL/bABaA Nporpame 3abassbarba Aele U oapacinx
e CTpy4YyHM yCNOBM Koje KaHanaaT Tpeba paa 3ap080/bU
e\/| cTeneH CTpy4yHe cnpeme

eHajmare roaguHy AaHa pagHor MCKYCTBA Ha CAIMYHUM
no3unumjama

¢O4/1MYHO NO3HABaH€ eHINIeCcKor je3nKa

e13paxKeHe KOMYHUKALUMOHEe CNOCODHOCTH

eHanpeaHe Au-Lej BEWUTUHE



ROOMS DIVISION MANAGER

Requirements:

College degree in business, hotel management or hospitality
Minimum five years hotel experience

Typical day-to-day tasks of a room division manager will include overseeing
the front desk members of staff including booking clerks and receptionists,
coordinating reservations and monitoring room allocation, training and

interviewing new members of staff, and dealing with customer complaints

Skills and Qualities:

Natural leadership qualities with the ability to give clear, concise instructions.
Room division managers should have a level of integrity, good manners, show
initiative. The room division manager will be expected to deal with guest
complaints and should therefore work well under pressure and keep calm in
difficult situations. Excellent organization and time management skills, with
the ability to set priorities for self and others

Demonstrated supervisor skills, good judgment and common sense
Computer literate with knowledge of a variety of computer software
applications, including the Micros-Fidelio hospitality software

Superior written and oral communication skills



FRONT OFFICE MANAGER

Requirements:
College degree in hospitality or management
Minimum five years hotel experience

A hotel front office manager is responsible for supervising all duties of the front desk. They are also a
liaison for all interdepartment communications, requiring excellent communication and leadership
skills.

Responsibilities:
Hotel front office manager is responsible for all operations of the front desk and guest services,

including back office, reservations, transport and luggage services. They are also responsible for the
management of front office personnel such as staff training and shift scheduling

Hotel management can be a stressful, fast-paced environment. Front office managers might be
required to work irregular hours or remain on call to work at short notice

Skills and Qualities:
Excellent organization and time management skills, with the ability to set priorities for self and others.

Superior supervision, multitasking, decision making and time-management skills. Front office manager
are also required to customer complaints and queries in a pleasant and level-headed manner

Computer literate with knowledge of a variety of computer software applications, including the
Micros-Fidelio hospitality software

Superior written and oral communication skills



SALES AND MARKETING MANAGER

Requirements:
* College degree in hospitality or management / degree in marketing,
business administration, communications, advertising or public relations ...

* Minimum five years hotel experience

* Marketing managers and sales managers analyze, plan and implement
marketing and sales activities They also monitor how target markets
respond to marketing efforts. Ultimately, their goal is to increase profit and
retain loyal customers

Skills and Qualities:

e Superior written and oral communication skills, sales and marketing
managers should be analytical and creative

 Computer literate with knowledge of a variety of computer software
applications, including the Micros-Fidelio hospitality software

* Sales and Marketing managers put in long hours and often work more than
40 hours a week.



COOK

Requirements:
Relevant education

Minimum 1-2 years of similar experience in kitchen or
the equivalent

The ability to communicate clearly and efficiently with
co-workers, guests, and executive management, a
passion for cooking and a dedicated work ethic

Responsibilities:

Plan, prepare, set up and provide quality service in all
areas of food production in accordance with guided
specifications while maintaining organization,
cleanliness and sanitation of work areas and equipment.



