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          OBJECTIVES 

  

Hard working, fast learner and intellectual individual aiming to work in a professionally managed organization where I can utilize my skills for the best growth of the organization
PERSONAL INFORMATION


· Place of Birth
: Mykolaiv, Ukraine

· Current location     : Mykolaiv, Ukraine

· Marital Status
   : Single 


EXPERIENCE


“Greenwill –Ukraine Company” ltd. (Agricultural group of companies)

· Assistant to Director




                   August, 2014  - present moment
Responsibilities:
· Supply chain management;
· Delivery implementation controlling;
· Sales support;

· Controlling, monitoring and carrying inventories of stock;
· Accounting data base support and data entry;
· Assisting in generating KPI and P&L reports;
· Generating regular reports;

· Work on/ analysis of the reports and databases;

· Controlling the payments, preparing bills for invoicing;

· Responsible for recruitment;
· Managing HR of employees;
· Occasional legal support;
· Drafting and checking contracts for signing;
· Negotiations with suppliers;
· Providing Director with all kinds of administrative support;

“Metro Cash and Carry Ukraine” ltd. 
· Assistant to Store Manager




September, 2007 – August, 2014
Responsibilities:
· Providing Store Manager with all kinds of administrative support;

· Making reports upon request;

· Work on/ analysis of the reports and databases;

· Controlling and monitoring stock levels;
· Regularly taking part in the inventories;
· Assisting in generating KPI and P&L reports;
· Business trips organization;

· Preparing contracts for signing;

· Preparing bills for invoicing;

· Protocoling and arranging of meetings;

· Translation of documents;

· Business correspondence;

· Preparing and conducting the reports / presentation;
Additional responsibilities:

· Staff trainings conduction;

· Maintaining the work structure by updating job requirements and job descriptions for all positions;
· Maintaining organization staff by establishing recruiting, testing, and interviewing program; 

· Occasional conducting and analyzing exit interviews;

· Preparing employees for assignments by establishing and conducting orientation and training programs;
Private enterprise “Addrian” (Educational company)

· Education Counselor



                            January, 2006  –  September, 2007
Responsibilities:
· Сonsulting regarding education abroad for students/applicants;
· Selection/consulting about institution of higher education ;

· Students documents preparation for admission to institution of higher education;

· Processing applications for admission to accredited universities and colleges;
· Sales support;
· Career-oriented tests conducting;

· Negotiations/ business correspondence with universities/language schools; 
· Signing contracts with customers;
EDUCATION


Nikolaev State University.  Ukraine.  Degree obtained - Bachelor, Specialization - teacher of the English and German language and literature; September,2001- June, 2006
FOREIGN LANGUAGE


· Mother languages – Ukrainian, Russian.

· Foreign languages – English (Fluent), German (Intermediate), Polish (Basic)

COMPUTER LITERACY  & PROFESSIONAL SKILLS  
	· General SAP, CRM knowledge
· General KPI and P&L reporting knowledge
· Ms-Office  (Excel, Word and P.Point) user          
· Results driven
· Strong analytical planning skills
	· Highly organized, excellent time management abilities
· Managing critical tasks in short notice
· Excellent organizational, interpersonal & communication skills
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