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	Personal information:

	Age:
	29

	Sex:
	female

	Family status:
	married

	Nationality:
	Ukrainian

	Languages:

	English
	Fluent

	Ukrainian
	Native

	Russian
	Fluent


 Location: Ukraine          

 A skilled, responsible, prompt, tactful and friendly person who is always ready to help clients and colleagues, possessing strong secretarial skills. Currently looking for a Secretary or Receptionist position in an established company. 

Able to be an integral member of administrative team, have relevant experience, customer service oriented, have excellent communication and interpersonal skills, experienced in working under pressure, can work well independently and as a part of a team. 
	Professional and Personal Key Skills:


	Telephone and Front Desk reception

Answering face-to-face and telephone enquiries

Making outgoing calls and 

sending emails

Assisting to Company Management 

Contacting with business partners

Completion of documents

Receiving and sorting post

Managing the document flow

Making translations
	Customer focused 

Client hospitable 

Accurate and attentive 

to details

Responsible

Ready to help

Multi-tasking

Quick learner

Hardworking 

Tolerant to stressed situations

Conflict resolution

Problem solving
	Good communication skills

Diplomacy skills

Good computer skills

Work with office equipment

Computer Skills:

MS Office: Word, Excel,

Internet, Lightroom, 

Solaris SoftLab.


	Work Experience:


“TNT UKRAINE”, Kyiv 
25.02.2015 – 10.09.2015

Role: General Assistant
Responsibilities: 
· Contacting with business partners
· Liaise with customers and suppliers 
· Drafting of the official letters to business partners and customers
· Completion and translation of documents
· Assisting in amending of contracts 
· Managing the document flow
· Assisting in procurement of goods for business needs 
· Assisting General Manager, Finance Manager, Legal Counsel and Procurement Specialist on daily basis (work with documents, emailing and making calls on behalf of the assisted person, completing of documents, translations etc.)
· Handle requests for information and data
· Receiving, collection and distribution of incoming and outgoing correspondence 
· Photocopying, printing and typing of documents
· Coordinating maintenance of office equipment
Jurassic Period Waterpark “Dream Island”, Kyiv

11.07.2011 – 01.01.2015

Role:
Reception Secretary

Responsibilities: 

· Answering telephone and face-to-face enquiries, giving instructions in English, Russian and Ukrainian languages 

· Visitors greeting 
· Preparation and organization of group visits, corporative parties

· Sending emails and making telephone calls
· Receiving, collection and distribution of incoming and outgoing mail

· Translate from/into English, Ukrainian, Russian
· Completion of documents

· Writing of information for table tents and their designing

· Making and keeping of customer base

· Preparation and presentation of gift certificates 
· Preparation and issuing of Waterpark membership cards, VIP cards

· Working with film crews of Ukrainian TV channels 

· Performing tasks from the Company Management
· Conflict situations resolution
“Logos”, Kyiv

10.2010 – 04.2011


Role:
English coach
Responsibilities:

· Organizing and giving lessons individually and in groups
· Searching and preparation of necessary additional information  

· Writing reports  
· Advertisement placing on the Internet 

Romaniv School
09.2008 – 08.2010


Role:
teacher

Responsibilities: 

· Teaching students of different grades
· Searching and preparation of additional information

· Organization of extra classes
	Education: 


Zhytomyr State University named after Ivan Franko
2003-2008
Zhytomyr, Ukraine

Department 

Philology

Specialty


Secondary education pedagogics and methodology. Ukrainian language and 



literature, and language and literature (English)

Degree


Bachelor



2003-2007




Specialist



2007-2008

Attendance

Full time
	References 


Available upon request

