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Date of birth: February 14, 1990

Available for an immediate start
Education

Kyrgyz-Russian Slavic University, Bishkek

   
           September 2012-June 2014
Master’s Degree, Political Science Department
American University of Central Asia (AUCA), Bishkek

           August 2008-June 2012

Bachelor of Arts, American Studies Department 

School-gymnasium #64, Bishkek

                                              September 2005-May 2008

Diploma

Experience
Kyrgyz National University named after Zhusup Balasagyn, Bishkek
Methodologist (Office Manager)                                      
             September 2014 – October 2015 

· Classified all reports and documents coming from and going to the department

· Efficient running of all aspects of the office
· Provided administrative support to Head of the Department

· Processed payroll on a monthly basis
· Assisted in organization conferences, seminars

· Performed office support duties.
International University of Innovation Technologies, Bishkek

Teacher of English




                          November 2014 – October 2015
· Teaching English as a secondary language

· Developed a unique program for fast learning of English language for teachers

· Developed a syllabus and curriculum 

The London School of Languages and Cultures, Bishkek
SRAS Coordinator






      May 2013 – September 2013
· Coordinated/organized meetings, seminars and round tables 
· Assisted with the preparation of a comfortable learning environment
· Prepared class registers & accurately updating student's schedule 

· Planned learning activities & trips with students
· Monitored given feedbacks on student's process
· Performed office support duties.
Rental Company LLC, Bishkek         

General Director Assistant




             September 2012 – April 2013
· Prepared quarterly budget market plan; ensured funds dividend between government organizations

· Headed registration with government authorities; provided assistance with procedural issues & concerns
· Provided administrative support to General Director 

· Presented organizational documents; organized meetings clients
· Supported at events and business meetings

· Gathered the necessary information and background data

· Coordinated communication with clients and accounting personnel.
Courses and Seminars

Formation system of motivation - a way to increase the efficiency of labor, Research and Advisory Centre, January 2015, Bishkek
Capstone English Mastery Center, January 2008 – March 2008, Portland, Oregon, USA
Honors and Awards
Note of thanks for participation as a member of the interdepartmental commission in the 3rd Olympiad among students of English, April 2015, Bishkek
Made a successful presentation at the 9th Annual American Studies Symposium, Diplomatic Academy of the Ministry for Foreign Affairs of the Kyrgyz Republic, 2012 
Skills

Computer Skills: Microsoft Word, Microsoft Excel, Microsoft Power Point, Microsoft Access, Internet
Language Skills: 

· Kyrgyz – native; 
· Russian – fluent; 
· English – fluent.                          

General Skills and Personal Characteristics: 

· Self-motivated with a flexible attitude
· Having exceptional interpersonal, communication and motivational skills
· Effective time management and multi-tasking

