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           Nationality: Russian
                     Birth date: 20.08.1989
                        Marital status: Single
                                                            Availability: One month notice
_____________________________________________________________________________________
Experienced at working in fast-paced and demanding environments, hardworking, self-motivated.

A quick learner, highly trustworthy, ethical, very attentive to the details. 
Good at working in a team and individually.

EDUCATION

The Chartered Institute of Logistics and Transport, Dubai, UAE                     April 2013 – April 2014
Professional International Diploma in Logistics and Transport
Samara State Academy of Social Sciences and Humanities, Samara, RF      September 2006-July 2011
Bachelor of Arts
Major: English language and Literature
English School, Samara, RF




                             September 1996-2006
WORK EXPERIENCE
Mineral Trade Group, Dubai, UAE                                                                              May 2014 – Present
Supply Chain Executive Manager
· Conduct in-depth worldwide market research for new markets penetration strategy for such products as: SOP, MOP, DAP, Urea, NPKs, Ammonia, Sodium Chloride (Industrial Salt), Bromine.

· Develop customers including end users, distributors, traders, producers.

· Prepare forecasts and marketing reports for the company's senior management team. 

· Monitor overall performance to make sure targets are being met.

· Ensure fluency in Incoterms to determine contractual obligations as sellers and suppliers.
· Liaise with the third party companies to arrange necessary certification for the products exportation purposes. 
· Follow up with suppliers/shippers/freight brokers for the shipments tracking, required shipping documents & ensure discrepancies free documents are provided on time for custom clearance to avoid demurrages.

· Lower shipping costs and minimize the lead times by tight negotiations with freight forwarders.

· Coordinate shipments worth USD 6 000 000 from order entry to logistics delivery.

· Manage client’s accounts from identifying new customers, meetings, to contracts sign offs, reconciliations on end invoicing.

· Develop contractual partnerships and JVs with freight forwarders to transport various goods by air, sea, rail road, including products considered as dangerous goods, such as: liquid gases, chemicals, vehicles, engines. 

· Manage and solicit commercial and financial contracts from negotiations to sign offs.

· Develop full supply chain and logistics for product delivery to new markets and customers.

· Control the raw materials stock levels and ensure that all purchased products are obtained at the best price and quality, and delivered on time to support the production schedule.
Napco Group, Dubai, UAE 






        February 2012 – April 2014  

Operations Coordinator
· Translated all technical and operational documents from Russian into English and vice versa;
· Executed the research on available sources within Russia and the CIS markets to short list, evaluate, negotiate and finalize prices and specification and get written offers on bulk fuel products;
· Logged, extracted information from daily reports being sent by third parties and incorporated the required information on the reporting formats for the respective clients as in transit visibility of the loaded Rail Tanks Cars (RTCs) carrying bulk fuel product;
· Prepared and updated daily logistics consistently, scheduled to assure the deliveries to respective destinations, coordinated product delivery schedules with customers and sent the movement updates daily to the clients;
· Cooperated daily with providers and transporters to assure efficient and effective execution of defined processes and goods transportation;
· Handled Document Controller tasks;
· Daily communication with freight forwarding companies within Baltics, Russian Federation, Central Asian countries (CIS) to get exact location of the RTCs carrying fuel for the direction of Afghanistan from point of origin (Refinery);
Napco Group, Dubai, UAE                                                                         November 2011 – January 2012

Coordinating Officer 
· Logged, filed and got the monthly attendance reports;

· Developed and maintained a current and accurate filing system;

· Greeted incoming visitors and callers; 

· Assisted in the planning and preparation of meetings;
· Received, sorted and answered the e-mails pertaining to operations;
· Coordinated the repair and maintenance of office equipment;

· Arranged the collection of the documents or goods and tracking the shipments;
Argos Ltd., Samara, RF
   






                  Summer 2011
Administrative Assistant





       

· Managed mail and client traffic for the 30-employee company;
· Greeted and assisted clients;
· Controlled flow of in-coming and out-going calls and correspondence;

· Maintained accurately files and databases such as contact list, office inventory lists, list of the files in the cabinet;
· Arranged the appointments;

· Filtered info emails, highlight urgent correspondence and printing attachments;

· Ensured the business travel arrangements;

Freelancer, providing tutoring for children (the English Language)                   September 2006-July 2011


SOCIAL SKILLS and COMPETENCIES

· Good analytical, problem solving, decision making skills.

· Strong organizational skills with attention to details.

· Ability to work under pressure and prioritizing the most important tasks.
· Computer: Excellent knowledge of MS Office software, including e-mail and internet.
· Languages: English (fluent), Russian (native), German (beginner), Italian (beginner).
