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Nationality :                       Russian 

Marital status:                     Single
EXPERIENCE:
Emirates Diamond General Trading.Dubai, U.A.E
Marketing, Administrative Manager                  Oct,2014-present 
· Manage administration tasks for Committee meetings, including compiling agendas, recording minutes and drafting correspondence based on meeting outcomes;
· Reconcile expenses and payment of office accounts;
· Process questions from Research staff and provide answers to their queries in an accurate and timely manner;
· Provide training to the new employees in administrative tasks;
· Overseeing and managing financial budgets. Manage daily activities with PR, press and marketing communications agencies;
· Develop partnerships & relationships with third parties to meet strategic objectives. Identifying key marketing opportunities;
· Management Online campaigns, web site, use of digital/social media;
· Management of sponsorships for conferences and events;
· Monitoring & reporting to senior managers on the effectiveness of strategies/campaigns. Setting the scope, implementation, management & review of marketing campaigns
Beyond Villa                                   Phuket, Thailand
 ManagerJul, 2013- March 2014
· Supported manager in performing management functions such as interviewing, staffing, training and expanding business plans (team of 32 staff);
· Investigated  and resolved customers issues complaints regarding operational matter – Handled all queries and client feedback in a professional manner;
· Communicated with the support team and implemented the organization’s guidelines, standards and policies;
· Documented and prepared reports on management and information systems; presented same to General manager;
· Organized formal dinner and privet parties for high profile Russian clients (more 200 people). Direct interface with personal chefs, catering staff, housekeeping and beauty technician;

Elegant Doggy                                             Phuket, Thailand
Managing Director                                                                                            2010-2013

· Organized staff’s work and administration of office in general;

· Handled current contracts profitability and marketing research;

· Suggested new display idea for PR campaign, which improved customers view of the product, resulting in increased sales;
· Sales, marketing and merchandising;
· Organizing and participating in Internationals exhibitions with new  products;
Absolute Development Corporation                         Thailand (Pattaya), Spain (Salou)
Sales Representative                                       2009-2010
· Organized VIP holidays package sales (in cold line), which increased sales by 32%;
· Initiated general support assistance in the opening of Absolute Branch Office in Salou (Spain), which enhanced customer image of company;
IvesLtd., Thailand Travel Company   Bangkok, Thailand
Tour Co-ordinator               2008-2009
· Considerably increased the number of sold  travel products and tour packages;
· Dealt with customer enquiries aiming to meet their expectations;

· Dealt with disciplinary matters and customer complaints;
JSC Transec Group                                                                       Moscow, Russia

Sales department manager                 2007-2008
· Provide quotes and authorizations for all air, ocean and domestic shipments;

· Coordinate transportation of shipments from domestic and international vendors to fulfillment;
· Develop detailed weekly and monthly freight expense reports;

· Enforce claims and issue charge backs;

· Accurately report any delay or problems to my internal customers including sourcing, planning and merchandising;

· Processing and documentation of all details related to export of shipments;
Soyuz Intour-K Ltd.        Moscow, Russia
Manager of Outbound Department of Tourism, China operator     2006-2007
· Kept liaising with travel partners, including airlines and hotels to manage bookings and schedules;
· Promoted the business to new and 'niche' markets (China, Thailand, Vietnam);
· Organized tour rout, incentives and visa support (China, Hong Kong, Taiwan, Thailand, Vietnam);
· Organized and supervised daily work flows to ensure maximum productivity;
EDUCATION:
Moscow State University of Service (MGUS)2002-2007

Institute of Tourism and Hospitality

Specialty: “The Management  Hotel and Restaurants”
Faculty of Socially - Cultural Service and Tourism 
Moscow Languages Institute (MIL)2004-2007

Advanced level of Chinese Language Graduation
LANGUAGES:                  Russian-native,
English (Advanced),
Mandarin basic communication level.

OTHER ABILITIES:  Planning skills, ability to work with people, under pressure and with deadlines. Very organized in every activity; good event coordinating skills ; Communicative, reliable, team-worker, persuasive and determined- skills acquired while working at the companies mentioned before, I see my strong points as my ability to take initiative, solve problems, make decisions and open and maintain friendly relationship. I have limitless energy and I am willing to work hard to achieve all the goals of any task I am set.
Microsoft Office (Word, Excel, PowerPoint), SPSS, Outlook Express, Fidelio, Opera, NPA.
