	curriculum vitae






	PERSONAL INFORMATION


	Name
	
	popa lorena aurelia

	Anterior Name
	
	popa lorena aurelia

	Adress
	
	37B CALUGARENI STREET, CONSTANTA

	Phone
	
	+40754 068 486

	Fax
	
	 - 

	E-mail
	
	lorena.popa22@yahoo.com


	Nationality
	
	ROMANIAN


	Date of birth
	
	22.06.1982

	Place of birth
	
	mangalia city, constanta county


	WORK EXPERIENCE


	• Period (from-up to)
	
	JANUARY 2006 -  DECEMBER 2006

	• Employer’s name and adress
	
	S.C. INTEGRAL CONSTRUCT TREND  S.R.L. – EMIL TANASE 

	• Activity domain
	
	PVC CARPENTRY AND CONSTRUCTION MATERIALS

	• Occupation or position
	
	ASSISTENT MANAGER

	• Main activities and responsabilities
	
	ASSISTING THE GENERAL MANAGER IN HIS DAILY ACTIVITIES CONCERNING THE ORDERS, THE MATERIALS, THE BENEFICIARIES AND OFFICE ORGANIZATION


	• Period (from-up to)
	
	2006-2008

	• Employer’s name and adress
	
	S.C. BMD CONSTRUCTIONS AND DEVELOPMENT S.R.L. CONSTANTA

	• Activity domain
	
	QUALITY CONTROL INSPECTORS

	• Occupation or position
	
	DOCUMENT CONTROLLER / ASISTENT MANAGER

	• Main activities and responsabilities
	
	PREPARING WEEKLY AND MONTHLY REPORTS; PARTICIPATING IN MEETINGS WITH THE GENERAL CONTRACTOR; TRANSLATING ALL DOCUMENTS NEEDED ON SITE; ENSURING THE CORRESPONDENCE BETWEEN THE CONTRACTORS ON SITE AND CONSTRUCTION DRAWINGS.


	• Period (from-up to)
	
	2008-2009

	• Employer’s name and adress
	
	S.C. CITY PARK PROJECT S.R.L CONSTANTA 

	• Activity domain
	
	PROJECT MANAGEMENT COMPANY

	• Occupation or position
	
	ASSISTENT TO CTO / OFFICE MANAGER

	• Main activities and responsabilities
	
	PREPARING WEEKLY AND MONTHLY REPORTS; PARTICIPATING IN MEETINGS WITH THE GENERAL CONTRACTOR; TRANSLATING ALL DOCUMENTS NEEDED ON SITE; ENSURING THE CORRESPONDENCE BETWEEN THE CONTRACTORS ON SITE AND THE CONSTRUCTION DRAWINGS; ARRANGING ACCOMODATION AND TRANSPORT FOR ALL THE FOREIGN COMPANY WORKERS; ORGANIZING, ALONG WITH THE CTO, THE SITE ACTIVITIES, SITE INSTRUCTIONS AND CHECKING THE QUALITY OF THE WORKS; CHECKING AND APPROVING THE PAYMENT OF THE  CONTRACTORS’ INVOICES AFFERENT TO THE WORKS REALIZED; DRAFTING CONTRACTS FOR FUTURE CONTRACTORS. 


	• Period (from-up to)
	
	2009-2010

	• Employer’s name and adress
	
	S.C. BAUCONCEPT S.R.L. CONSTANTA 

	• Activity domain
	
	ARCHITECTURE/ ARCHITECTURAL DESIGN

	• Occupation or position
	
	ASSISTENT MANAGER / TRANSLATOR

	• Main activities and responsabilities
	
	TRANSLATION OF ALL NEEDED DOCUMENTS FOR THE BENEFICIARIES, AS WELL AS THE DRAWINGS FOR ALL SPECIALTIES (ARCHITECTURE, RESISTANCE, ELECTRICAL, SANITATION AND THERMAL INSTALLATIONS; REALIZING ALL THE CORRESPONDENCE BETWEEN COMPANIES, PREPARING THE DOCUMENTATION FOR THE BUILDING PERMIT..


	education


	• Period (from-up to)
	
	1997 - 2001

	• Name and type of form of education
	
	 „CALLATIS” THEORETICAL HIGH-SCHOOL MANGALIA

	• Basic themes
	
	FOREIGN LANGUAGES

	• Degree or certificate
	
	HIGH-SCHOOL DEGREE


	• Period (from-up to)
	
	2001 - 2005

	• Name and type of form of education
	
	„ OVIDIUS”  UNIVERSITY CONSTANTA

	• Basic themes
	
	FOREIGN LANGUAGE

	• Degree or certificate
	
	UNIVERSITY DEGREE


	mother language
	
	ROMANIAN


	other languages


	• Reading
	
	ENGLISH

	• Writing
	
	ENGLISH

	• Speaking
	
	ENGLISH


	SOCIAL SKILLS
Ability to work and co-habitate with other persons, in multicultural environments, in situations when communications and teamwork are essential (ex: in cultural activities, sports) etc.
	
	EXCELLENT COMMUNICATION SKILLS, ABLE TO WORK UNDER STRESS, INTELLIGENT, FAST LEARNER, OPTIMISTIC, ABLE TO WORK WITH DEADLINES AND REQUESTS, LOYAL 




	organizational skills
Coordination and administration skills (people, proiects, bugets) at work, in volunteer activities (ex: culture and sports), home etc.
	
	ORGANIZATION, COORDINATION, PROJECT ADMINISTRATION


	TECHNICAL skills 
When working with computersÎn lucrul cu computerul, cu diferite tipuri de echipamente, utilaje etc.
	
	MICROSOFT OFFICE


	DRIVING LICENCE 
	
	YES


	ADDITIONAL INFORMATION
	
	TRANSLATOR AUTHORIZATION, FOR ENGLISH, OBTAINED IN AUGUST 2009.
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