JOB HUNTING

Alina Ovcharenko




First step
In what area do you want to work?

* The most popular website of vacancies: https://ru.indeed.com /?r=us
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Event Manager
JetBrains - CaHkT-MeTepoypr

JetBrains is a global software vendor selling products all over the world. Many of the world’s most
dynamic companies and individuals find that JetBrains tools make them more creative and effective,
with over 5,000,000 developers already using the products. For over 15 years JetBrains has strived
to make the strongest, most effective developer tools on Earth.

We consider attending community and technological events an important part of maintaining our
company and products’ brand i ling closer with the ity, and promoting our
software.

JetBrains already participates in over 100 various events around the world each year. The events
vary from small ones with 200-300 attendees to huge shows with thousands of people. In addition,
we organize a number of our own events in different countries. Each event is unique and requires a
different special attention, focus, and approach. Throughout the years we have refined our internal
process of delivering events and ensuring good quality results.

‘We are currently looking for an event manager to strengthen our existing team and help us deliver
events of even higher quality. You will be collaborating closely with people from many different
teams, such as product development, marketing, sales, web development, and design, etc.

« Planning events from start to finish according to the requirements, target audience, objectives,
and company workflows.
« Setting, communicatir
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TloamMLMTECS Ha pacceinky ceexux
‘BaKaKCil B KounaHny JetBrains

JetBrains

JetBrains (formerly Intelll)is a software
development company whose tools are
targeted towards software developers
and project managers...

5 X[ masou—e x| 7 tenthtage x | [ Gmaarenn X | G

At

« seting, tiMelines and Priofities on every project.

« Coming up with suggestions to enhance the event's success.

« Sourcing and negotiating with vendors and suppliers.

= Coordinating all operations.

« Ensuring the event is completed smoothly and stepping in to resolve any problems that might
oceur.

« Providing excellent service to internal clientele and stakeholders and ensuring a good quality
of delivery.

+ Analyzing the event's success and preparing reports.

Requirements:

« Proven experience as an event manager is a great plus.
« Skilled in project management.
« Fluent spoken and written English (High Intermediate or Advanced level).
" of marketing for event
« Computer savvy; i with
Office or similar software.
o] i ication and ion ability.
Attention to accuracy and detail. Organizational skills and the ability to prioritize tasks in a
multi-task and multi-project environment.
A knack for problem-solving.
Customer-service orientated.
A team player, able to work in a distributed team.
Ability and desire to work efficiently without direct supervision.

tools (we use YouTrack), MS

Preferable:

« Degree BSC/BA in PR, marketing or related field, or 2+ years of proven experience in project
or event management.

« Familiarity with and understanding of JetBrains products or similar products of other vendors.

« Past i inIT ies or a technical ‘would be a plus.

JetBrains - 30+ AHeli Ha3ay - COXPAHHTL BAKAHCUIO
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St 2:

Write d CV ,
e éﬁzntgfqapenxo

OVCHARENKO ALINA ALEKSEEVNA
alinaovcarenko795@gmail.com,
TASHKENT STREET, MOSCOW

* You should tell about your [ e s

I am a second year advertisement and public relations student at Moscow State
Pedagogical University in Moscow. During my studing in university | am
{ { developing flawless written and verbal communication skills. | am well
educatlon and Work eXperlence organized, confident and have strong administrative and leadership skills. | have
some skills in PR managment.

®* That’s my CV EDUCATION

201 7-present : Moscow State Pedagogical University
' 2007-2017: Lyceum "AEPYABA"

!

WORK EXPERIENCE
' 2017-2018: Acting teacher in school “Theater Stage”

ADDITIONAL SKILLS AND INTERESTS

W Actress

¢ Advanced PC user (advanced level)

¢ Great writing and verbal communication skills in English
W A team player, able to work in a distributed team

¢ MS office skills ( Word, PowerPoint, Exel etc).
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Step 3
‘ Write a Cover Letter

AnuHa OBYapeHKo
@ cover letter @

3 3 Dear Mr/Mrs
° d :
A cover letter is 2 document sent with
I would like to apply for the position of event manager. | saw it on
https://indeed.com/?r=us . | would like to submit an application for the post. You

your resume to provide additional can ndmy OV below

1ﬁf0fmat10ﬂ OIl your SleS and CXP €I1€1’1C€. | am a second year student studying advertisement and public relations in

Moscow State Pedagogical University so | think | am that kind of person you are
looking for. Also | often visit different trainings and courses to keep up to date.

I have all skills that you require. You can be sure that | am extremely well
organized. It is comfortable for me to work in a team. | have great
communication skills, because | play in the theater and work as a acting teacher

* That’s my Cover Letter:

If you require any further information or would like to arrange an interview, please
email and contact me at alinaovcarenko795@gmail.com or call me on
89620967414.

I look forward to hearing from you as soon as you can.
Your sincerely,

Ovcharenko Alina

Mouck paboTbl, BakaHcum | Indeed
ru.indeed.com
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StepP: 3:

Job interview

°* 1. Don’t be late

. * 2. Prepare your answers

* 3. Thank your interviewer

in the end.




10 common job interview questions:

1. Why should we hire you?
* 2. Why do you want this job?
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. What 1s your greatest strength?

. What is your greatest weakness?

4
5

* 6. What is your salary expectations?
7. How do you handle stress and pressure?
8

. How would you overcame a difficult work
situation?

* 9. What are your goals for the future?

* 10. Tell me about yourself.




TOP 10INTERVIEWING TIPS

Research the
opportunity before
your visit.

Prepare a list of
questions you want
to ask.

Dress professionally
and be neat and
well-groomed.

Arrive a few
minutes early.

Take a few copies of
your CV, 2 note pad,
and pen.

Maintain eye contact
and show interest in
everyone involved in
the interview.

SN EBHT

Do not have more than
one alcoholic drink at
any meal or event with
a potential employer.

NINE = TEN

Follow up with a thank
you note to each
interviewer.
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