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About

As a (eca(eokfnr exDePience( assistantS ) -ave raine( stPfnr a(aDtatifn an( fPrao
niyatifnak sVikksj ) sDeaV sevePak kanruares muentkb o pDanis-S hutc-S Enrkis-S an( 
,Penc- an( enRfb LfPVinr in an intePnatifnak an( (eWan(inr enviPfnWentj ) LfPV 
Lekk Kft- in a teaW an( autfnfWfuskbS akk t-e L-ike usinr Wb DPfKkeWosfkvinr sVikksj

.TAzhp HOTGEh H)XQ

CenteP FaPcs EuPfDe Cfnvatec Qavas Qavas ge(ia |PfuD )Dsen

GantaP 2XEI 0wC ,TAzCE XCI guktiWe(ia winci EnviPfnneWent

w)zC) )WWfKikieP

Experience

Executive Assistant CEO & OMce ganaPer Laris
GantaP 2XEI 3 ADP ':'1 o zfL

) aW an executive assistant an( fMce WanareP at GantaP 2XEIS an ino
tePnatifnak stPaterb an( (iritak tPanslfPWatifn cfnsuktinr cfWDanbj ,fP 
akWfst a beaPS ) -ave Keen assistinr t-e CEO an( Wanarinr t-e cfWDanb5s 
FaPis fMcej ) sDeaV lfuP kanruares   muentkbq hutc-S ,Penc-S Enrkis- an( 
pDanis-S L-ic- akkfLs We tf cfWWunicate e’ectivekb Lit- ckients an( 
DaPtnePs lPfW (i’ePent cfuntPies an( cuktuPesj

Hit- WfPe t-an 9J beaPs fl exDePience as an executive assistantS ) -ave 
Veb sVikks in (iaPb WanareWentS Weetinr DPeDaPatifnS (evekfDWent fl 
cfWWunicatifn WatePiaksS cfntPact WfnitfPinrS fMce WanareWentS an( 
custfWeP sePvicej ) LfPV autfnfWfuskbS ) a(aDt tf t-e nee(s an( Peo
8uiPeWents fl Wb intePkfcutfPsS an( ) DPfDfse innfvative an( (bnaWic 
sfkutifnsj gb rfak is tf cfntPiKute tf t-e success fl GantaP 2XEI Kb 
lacikitatinr t-e CEO5s LfPV an( cPeatinr a Dkeasant an( eMcient LfPVinr 
enviPfnWent lfP t-e teaWj

Executive Assistant to CFO & C-O Center Larcs Europe  h 
-renc,l EnPDis, & Hutc,
CenteP FaPcs EuPfDe 3 peD ':'9 o gaP ':'1

Caken(aP WanareWent lfP tLf )ntePnatifnak hiPectfPs fn gicPfsflt Outo
kffV
gfnt-kb DPeDaPatifn fl rfvePnance Weetinrs Lit- extePnak DaPtnePs
gaDDinr intePnak DPfce(uPes lfP t-e kerak an( dnanciak (eDaPtWents
puDDfPt fn WfnitfPinr t-e FwCF rPfuD5s KPan( DfPtlfkif
OPraniyatifn fl intePnatifnak tPavek an( Pekate( kfristics lfP t-e tLf 
(iPectfPs an( teaW WeWKePsj
Fkanninr an( fPraniyinr t-e beaPkb XeaW Kuik(inr events lfP t-e dnanciak 
an( kerak teaWs
OnKfaP(inr neL teaW WeWKePsS DPeDaPatifn fl )X e8uiDWentS settinr uD 
a LekcfWe VitS cPeatinr an fnKfaP(inr aren(a
HPitinr Weetinr PeDfPts in ,Penc- an( Enrkis-
CPeatifn an( DuPc-ase fP(eP lfkkfLouD un(eP pAF an( invfice DabWent 
lfkkfL uD un(eP .asLaPe
CPeatifn an( WanareWent fl s-aPe( lfk(ePs an( caken(aPs in p-aPeFfint 
an( OutkffV
CPeatinr intePnak cfWWunicatifn suDDfPt NFfstePsS FfLePDfintsS 
wi(efsB
OMce ganareWentS fP(ePinr suDDkies lfP eac- (eDaPtWentS kiaisfn Lit- 
t-e rPfuD6s |enePak pePvices lfP t-e Waintenance fl fuP DPeWisesj
gaintaininr exDense PeDfPts
HekcfWinr extePnak visitfPs

Executive assistant
winci EnviPfnneWent 3 Aur ':'9 o peD ':'9

XeWDfPaPb Wissifn o PeDkacinr t-e EA (uPinr -eP -fki(abs
ganarinr t-e CEO5s aren(aS settinr uD cfWWunicatifn (fcuWentsS flo

https://www.dweet.com/
https://www.linkedin.com/in/silvianavia/
https://www.dweet.com/consultants/yT3A0oyT3
https://www.linkedin.com/in/silvianavia


dce WanareWentS aPc-ivinrS an( ken(inr suDDfPt Lit- t-e cfWDanb5s 
lutuPe Wfve tf a neL kfcatifnj

EA to kavas C,ina Hesf dounSer & C,ina Tenior ASvisor
Qavas 3 gaP ':97 o gab ':':

ganarinr t-e aren(as lfP ' intePnatifnak (iPectfPsS t-eiP tPavek kfristicsS 
incku(inr visa aDDkicatifn an( exDense nftesj ) LPite Weetinr PeDfPts an( 
(f fMce WanareWentj gb RfK aksf incku(es LekcfWinr visitfPsS Wanaro
inr Dunctuak DPfRectsS lfkkfLinr uD fn invficesS ekaKfPatinr FfLePFfint 
DPesentatifnsS an( tPanskatinr siWuktanefuskbj )n LPitten lfPWS tf an( 
lPfW t-e kanruares ) sDeaVj ) staPte( keaPninr gan(aPinj

mriDinPuaD Excecutive Assistant  h -rl EnPDl Tpa h to t,eh
  C,ied mransdoryation OMcer

Qavas ge(ia |PfuD 3 Uan ':9& o gaP ':97

Assiste( t-e saWe DePsfn L-f c-anre( Dfsitifn Lit-in t-e cfWDanbj

mriDinPuaD Excecutive Assistant h -rl EnPDl Tpa h to HeputG 
BeneraD ganaPer giSSDe OMce
Qavas ge(ia |PfuD 3 ADP ':9Y o hec ':94

Assistant tf t-e (iPectfP in c-aPre fl akk ge(ia FaPtnePs-iDs an( intePnak 
tec-nicak DPfRects suc- as hgFS an( ) Wanare( a -ectic an( c-akkenrinr 
aren(aj TesDfnsiKke lfP t-e kfristics fl -eP lPe8uent tPaveks tf EuPfDeS 
t-e –pAS an( AsiaS L-ePe t-e tPiDs LePe fPraniye( fn a vePb (etaike( 
kevek in fP(eP nft tf Laste anb tiWe fP PesfuPcesj ) -ekD set uD (ecisive 
aDDfintWents Lit- takente( We(ia DkabePs (uPinr intePnatifnak events 
suc- as Iifns Cannes an( CEp Ias werasj 

) aksf -ekDe( Kuik( an( dnakiye FfLePDfint DPesentatifnsS tPanskate tf 
an( lPfW t-e kanruare ) sDeaVS an( Kuik( siWDke Kut useluk tffks tf 
incPease eMciencbj

RiDinPuaD executive assistantl geSicaD & VePuDatorG Adh
dairs
)Dsen 3 gaP ':9Y o ADP ':9Y

One Wfnt-6s teWD Wissifn KelfPe t-e aPPivak fl t-e DePWanent eWDkfbo
eej Assistinr 1 (iPectfPs an( t-eiP teaWs Lit- (iaPb WanareWentS tPavek 
aPPanreWentsS Wanarinr t-e visa Pe8uestsS Dkanninr an( fPraniyinr ino
tePnak î extePnak DkanninrS suKWittinr an( lfkkfLinr uD invfices fn pAFS 
cPeatinr an( lfkkfLinr uD fn cfntPacts in iCAFS cfkkectinr (ata lfP t-e 
cfWDuksfPb tPansDaPencb PeDfPts NhgOpBj

Executive assistantl Executive Coyyittee anS kV
w)zC) )WWfKikieP 3 Uan ':9Y o gaP ':9Y

XLf Wfnt-s6 teWD Wissifn -ekDinr t-e CEO6s assistant sen( t-e zeL 
éeaP6s rPeetinrs an( riltsj gaikinrS Wanarinr (ataKaseS fP(ePinr assiso
tanceS an( LPaDDinr an( fPraniyinr t-e kfristics lfP (ekivePbj An( lfP QTS 
uD(atinr t-e in(ivi(uak annuak PeDfPtsS WePrinr an( Waikinr t-e incentive 
Kfnuses kettePsS an( uD(atinr t-e Pfta (ataKasej

RiDinPuaD executive assistant
XCI guktiWe(ia 3 hec ':9J o hec ':9J

One Wfnt-6s teWD Wissifnj hiaPbS tPavek aPPanreWents an( exDense 
nftes WanareWentS fPraniyinr Weetinrs an( cfnlePence cakkS (isDatc-o
inr WaikinrS LekcfWinr visitfPsS sLitc-KfaP( WanareWentS a(WinistPao
tive an( kfristic suDDfPt fn t-e cfWDanb6s Wfvinr DPfRectS an( uD(atinr 
t-e DPfce(uPesj

RiDinPuaD executive assistant h mé TaDes h garfetinP & 
Coyyunications h OpIrations geSia
0wC ,TAzCE 3 Uuk ':9M o ADP ':9J

Assistant tf 1 (iPectfPsS Xw pakes o gaPVetinr î CfWWunicatifns N .Pfa(o
castinr o Lit-in an Enrkis-osDeaVinr cfWDanbj hiaPbS tPavekS an( exDenses 
WanareWentj pettinr uD Weetinrs an( Weetinr PeDfPtsS kfristics lfP t-e 
tPaininr sessifns aKPfa( lfP t-e teaWsj HPitten an( siWuktanefus tPanso



katifn (uPinr Weetinrsj Tate nerftiatifn Lit- neL suDDkiePsS fPraniye 
Kusiness WeaksS Dkan an( fPraniye t-e teaW Kuik(inr eventS Wanare 
fMce suDDkiesS cffP(inate t-e cfWDanb6s Pekfcatifn tf neL fMcesS assist 
exoDats cfkkearues Lit- t-eiP PekfcatifnS enteP invfices in CO–FA NpAFBS 
an( lfkkfL uD t-e DabWentj

Executive Assistant TaDes ganaPer -rance & ReDPiuy
Cfnvatec 3 peD ':9' o Uun ':9M

puDDfPtq .ffVinr tPavek aPPanreWentsS (eckaPinr t-e pakes hiPectfP6s exo
DensesS KffVinr accfWWf(atifnS WeaksS an( tPansDfPtatifn (uPinr t-e 
neL sakes PeDs6 tPaininr sessifns an( lfP t-e Perifnak sakes WanarePs6 
8uaPtePkb Weetinrsj

A(WinistPatifnq (eckaPinr an( lfkkfLinr uD fn t-e cfWDanb6s cfWWePciak 
events Lit- t-e fMciak arencies in ,Pance an( .ekriuWS uD(atinr t-e 
-fki(ab sc-e(uke lfP t-e .ekrian sakes teaW lfP QTS lfkkfLinr uD fn 
suDDkiePs6 invfices DabWents fn pAFS (Paltinr sDeaVePs6 cfntPactsS kiaisinr 
Lit- t-e )X sePvice (esV lfP t-e pakes teaWs in ,Pance an( .ekriuWS 
Dunctuak a(WinistPative suDDfPt lfP QTj

Ifristicsq Peoe(itinr t-e ':91 .ekrian DPf(uct catakfr in cfkkaKfPatifn 
Lit- a rPaD-ic (esirnePS Waikinr an( eWaikinr ckients6 invitatifns an( 
cfWWunicatifnS tPanskatinr QT (fcuWents an( CEO WeWfs tf an( lPfW 
hutc- an( Enrkis-S LPitinr Weetinr PeDfPtsS fPraniyinr cfnlePence cakksS 
Wanarinr fMce suDDkiesS fP(ePinr Kusiness caP(sS dkinr an( Pe(istPiKo
utinr WaikS aPc-ivinrS Dunctuak tPaininrj

ESucation & mraininP
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