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Personal Data:

Nationality:  Kazakh
Date of Birth: 15 of March, 1989

Gender: Female

Objective:  
I obtained a Bachelor Degree of Business Administration in Finance from Ajman University of Science and Technology in United Arab Emirates. Having efficient level of experience in corporate banking, HR department, accounting, and customer service representative sectors. Working hard with full dedication for the achievement of organization goals under satisfying job terms, enhancing the skills and knowledge and ready to learn new things to succeed in an environment of growth and excellence.  
Experiences/ Trainings:
HR Executive, Administration - Farzana Trading Company LLC, Dubai United Arab Emirates, 

March 2015-till present

· Updating employee information into company databases
· Create HR forms,  and other HR-related documents
· Perform a variety of tasks related to employee record-keeping within organizations.
· Support  administrative duties for senior management, such as making travel, arranging meetings

· Keeping records of day to day operations

· Working within the internal and external internet resources, EMAS and AXOLON systems.
Financial Analyst, Credit Risk Assistant - Bank of Ajman (Corporate Department), Dubai United Arab Emirates
September 2011 – February 2015
· Providing past credit history of customers for clearance of issuing loans
· Dealing with corporate checks, trading documents  and loan agreements

· Reviewing transactions for changes and accuracy of current and discount rates
· Preparing Loan Amortization report tables
· Collecting pending checks from customers
· Keeping good relations with long term clients
 Customer Service Representative cum Teller - Tennessee Bank, Pigeon Forge city, 

                             United State of America      June 2006 – June 2011
· Reconciling cash transaction receipts on a daily basis for opening and closing processes
· Calculating exchange rates in international transfers

· Keeping  records of customer interactions with the bank

· Maintaining financial accounts by processing customer adjustments in their accounts

Education/ Qualifications: 
· Ajman University of Science & Technology, Bachelor of Business Administration in Finance Ajman, United Arab Emirates.  With GPA of 3.72 out of 4 
· Workshop Administrator of INJAZ Training and Development Center in Dubai
· UAE driving license
Technical Skills:
· Microsoft Office (Word, Excel, Access, Power Point), 
· Peachtree Software, AXOLON system
· Window QM, DATABASE System (SQL program) 
· Emas analytics system
Languages:
· English - Fluent

· Russian - Fluent
· Kazakh - Native  
· Arabic- Intermediate
Interests: 
· Participating in Career Development Programs
· Communicating with people, reading Articles and Books
· Improving knowledge and experience 
Additional:  Active, self-organized and fast learning person. Available within 2 weeks
