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Date of Birth
July 27th, 1983
Citizenship
Kyrgyzstan
Civil Status
Single
Education
2001 - 2006

Kyrgyz Russian Slavic University (KRSU) Bishkek, Kyrgyzstan.
Specialist in Theory and methods of teaching foreign languages (English)
2010 – 2011
Business Academy (The Center for Training and Consulting), Bishkek, Kyrgyzstan.
Program “Director of Human Resources Management” 


	Professional Experience   

	From
	September 2014 
	Establishment
	Sheraton Grand Hotel


	To
	Present 
	City
	Dubai

	Position
	StarMeeting Concierge (Event Coordinator / Business Centre Attendant)
FD
	Country
	UAE

	Property Description 

	 5* City Hotel

Standing 54 stories tall, the hotel comprises 474 guest rooms and suites, as well as 180 one- to three-bedroom serviced apartments. All accommodations feature the Sheraton Sweet Sleeper® Bed, a 42-inch LCD flat screen TV, and Nespresso® machines. Club Room guests enjoy exclusive access to the Sheraton Club Lounge, which has extensive services and exciting 31st-floor views.

	Responsibilities & Duties 

	· To act as liaison between the planner and all operating departments;
· To ensure a high standard of organization and guest service, overseeing daily Business Centre operations, throughout all convention and banquet meeting areas;
· Anticipate and act upon all guests needs, providing consistently high levels of customer service;
· Review all written communication, i.e. daily\weekly, Banquet Event Orders, Buffet décor, and enhancements;
· Participate to weekly BEO meetings in order to be fully aware or guest profile, requirements and expectations;
· Promote a professional image of the Business Centre facilities to the guests and give full co-operation to any guest requiring assistance;
· Give daily support and guidance to fellow banquet personnel as well as monitor job performance;
· Ensure presence before, during and immediately after all banquet-related coffee breaks and lunches;
· Inspect and oversee the cleanliness and maintenance of all function space, public areas, and service areas on all banquet levels;
· Interact positively with customers promoting hotel facilities and services, resolving problems to the satisfaction of involved parties always involving both Banqueting Manager and Sales/Events team;
· Meet guests at the conference check-in desk prior to the start of the meeting and take care of meeting during their entire on-site experience, facilitating last minute changes and issues;
· Reviews all relevant written communications (function Sheets, Function Report) and verify accuracy of rooms;
· To support preparing and regularly updating Job Descriptions for direct reports;o provide other written reports as requested;
· Type food menus, dealing with signage, key cutting, car parking tickets.


	Professional Experience   

	From
	July 2010
	Establishment
	SIC (Small Innovation Company) “Arashan” ltd

	To
	September 2014
	City
	Bishkek

	Position
	HR Manager/General Manager Assistant
	Country
	Kyrgyzstan

	Property Description 

	
IT company specializing in the design, development and implementation of specialized software for government agencies.
Offered products / services:
Field of activity:
· Consulting on: organizational design; strategic management; project management; management processes.
· Design, development and comprehensive computerization of organizations:
· design and development of business processes, forms, documents and regulations of access to information and data;
· development of design documentation for information systems;
· the design, development and implementation of integrated information systems;
· the development of special software to customers’ requirements;
· installation of servers and server software;

· training of end users and system administrators.


	Responsibilities & Duties 

	· Recruitment; interviewing candidates, participation in the adaptation process of new employees in the company;
· Development of corporate culture - conducting team building and corporate events, maintaining good internal communication within the company, development of a program of material and non-material motivation of employees;
· HR Administration: management of personnel document from hiring to firing an employee under the Labour Code of the Kyrgyz Republic, development of internal documents for the personnel; the description of business processes of personnel document with ARIS program.
· Correspondence, procurement office supplies, coordination of issues concerning office space including bill payment


	Professional Experience   

	From
	December 2009 
	Establishment
	SIC (Small Innovation Company) “Arashan” ltd, USAID Project


	To
	July 2010
	City
	Bishkek

	Position
	Project Assistant
	Country
	Kyrgyzstan

	Property Description 

	
USAID funded Judicial Reform Assistance Project, Millennium Challenge Account Threshold program in Kyrgyz Republic 

	Responsibilities & Duties 

	· Assistance to the Project Manager in implementation of the project; correspondence, working with day-to-day office documentations, provision and support for prioritized project related tasks, procurement. 

	Professional Experience   

	From
	June 2006 
	Establishment
	Kyrgyz Russian Slavic University (KRSU)

	To
	December 2009
	City
	Bishkek

	Position
	Teacher of English
	Country
	Kyrgyzstan

	Property Description 

	 
Centre for Preparation for University Entrance Examinations in Kyrgyz Russian Slavic University.

	Responsibilities & Duties 

	· Teaching English to 11th grade students focusing on English Grammar, preparing them for University Entrance Examinations.

	Skills
Languages
Fluent
Fair
Basic
MS Office
Russian
X
ARIS design platform ( business process management tool for projects)
English
X
MICROS-Fidelio (Hospitality Management System)
German
X
ISAC (Integrated Sales and Catering)



