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F, 19.12.1980, single

Adress: BLVD. CHISINAU, No. 13 , BUCHAREST

Phone : 0721344882
Email doinitza80@yahoo.com
EXPERIENCE
ACCOUNTANT (Full time)

Period: 2011-11 <> 2012-08
Company and location: ARPEGE GRUP SRL, BUCURESTI

Job domain / occupation: Financial / Accounting

- Simple bookkeeping (application Saga)

- Returns, payment orders

- Checking, introduction, validation of all invoices and

receipts

- Verification and validation of log sales and purchases,

logs of receipts and payments, list operations, list

customers and suppliers, cash book, register bank

- Archiving

- Financial reports for our clients
- translator
Settelments Officer 01.10.2008 – 01.11.2011:

Company: EUREKO ASIGURARI SA

Work city: Bucharest

Department: Insurance , Financial

Company activity field: Insurance – Health Department
Responsibilities:
· Standard distribution to all agencies in the country ;

· Ordering and managing all forms
· Medical reports distribution to all providers in the country;
· Issuing and sending payments reminders;
· Tracking, verification and updating payment data;
· Business checking active contracts
· Regular reporting on status of payments
· Verification forms sent by providers
· Claims introduction in the database and checking invoices from suppliers
· Bills introduction in Ciel aplication, consumer ticket
· Reconciliation with the financial department 

· Standard budget execution
·  Translator
Database operator  07.04.2008 - 01.10.2008
Company: INTERAMERICAN ROMANIA

Work city: Bucharest

Department: Insurance , Financial

Company activity field: Insurance – Health Department
Responsibilities:
· Verification forms sent by providers

· Operating, checking, updated database of all insured medical situation
· Underwriting

Nurse Call Center 01.10.2007 - 07.04.2008

Company: INTERAMERICAN ROMANIA

Work city: Bucharest

Department: Insurance , Financial

Company activity field: Insurance – Health Department
Responsibilities:

· Taking phone calls
· Programming clients for medical visits
· Verification forms sent by providers

· Authorizing various medical tests in a specific application
Cashier 23.10.2006 - 01.10.2007

Company: MOBEXPERT MILITARI

Work city: Bucharest

Department: Financial, Accounting
Company activity field: Furniture and interior decoration
Responsibilities:
· Collecting money from customers 

·  Preparing cash register manual, and 2 other cash registers (cash and card)
· Preparing invoices
· Issuing invoices and arranging them by the internal number
· Preparation of payment and collection provisions
· Preparation returns
· Preparation receipts
· Daily tax report generation
Nurse  01.08.2006 - 20.10.2006

Company: Ilfov County Hospital - Department of General Surgery
Work city: Bucharest

Department: Nurse
Domeniu Activitate Firma: Hospital
Nurse  06.02.2004 - 20.08.2006

Company: General Directorate of Social Assistance and Child Protection
Work city: Bucharest

Department: Nurse

Domeniu Activitate Firma: Hospital
Studies:

1995 – 1999 High School “Nicolae Cartojan”, Giurgiu
2000 – 2003  Health High School “Gh. Marinescu”, Bucharest
2008 – 2011 Financial Accounting Management Faculty – Specialization : Finance-Banks
Languages ​​(knowledge level):
• English (advanced)
• Spanish (medium)
Cunostinte PC:
· Excel 
· Word

· Acces

· Outlook

· Ciel

· Charisma

