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Career Objective
To obtain an Administrative position in a people-oriented organization with a challenging environment, to achieve the corporate goals, and to maximize my skills and experience.
Competencies 

· With excellent communication skills
· With outstanding customer service 
· With good organizational skills
· Ability to work under pressure

· With high level of personal presentation
· Attentive to details

· Initiative
· Ability to work as a part of a team
· With good sense of humor and flexibility

Work Experience
January 2015 – till date
Sazonov Legal Consultancy FZE, Dubai, UAE
Administrative Executive/Personal Assistant
· Undertake the tasks of receiving calls, take messages and routing correspondence
· Handle requests and queries appropriately

· Maintain diary, arrange meetings and appointments, update calendar, and provide reminders

· Support Legal department with the documents 

· Prepare and update databases of cases and spreadsheets of court sessions

· Produce reports

· Deal and process with expenses

· Communicate with clients for invoicing deliveries and payment collections
· Make travel arrangements

· Respond to public inquiries

· Provide administrative services for the CEO and other staff

· Order supplies and keep track of supplies inventory
· Carry out general secretarial and administrative duties such as filing, faxing and photocopying as and when required

June 2009 – January 2014
Sport Life Fitness Club, Kiev, Ukraine 
Office Manager 
1. Provide office support services in order to ensure efficiency and effectiveness within the Company (Company size of more than 3000 Employees ) 
Main Activities

· Receive, direct and relay telephone messages and fax messages
· Ensuring quality of care and customer service
· Maintain the general filing system and file all correspondence
· Assist in the planning and preparation of meetings and conferences
· Make preparations for meetings
· Maintain an adequate inventory of office supplies

· Respond to public inquiries

· Provide word-processing and secretarial support
2. Perform clerical duties
Main Activities

· Develop and maintain a current and accurate filing system

· Monitor the use of supplies and equipment

· Coordinate the repair and maintenance of office equipment
3. Perform receptionist functions
Main Activities

· Answer all incoming calls and handle caller’s inquiries whenever possible
· Setting Roster for the Front office team
· Re-direct calls as appropriate and take adequate messages when required

· Greet, assist and/or direct visitors and the general public
· Issue staff membership
4. Support the Executive Director and other staff
Main Activities

· Assist the Executive Director and other staff as requested

· Provide administrative services for the Executive Director

5. Perform other related duties as required
February 2007 – May 2009
ABC Group, Kiev, Ukraine 

Office Administrator 
· Greet visitors and provide information requested

· Take telephone calls and make appointments

· Receive and distribute messages

· Schedule visitors and clients as instructed

· Manage filling and inventory systems

· Manage incoming and outgoing emails

· Source and collate employee data
· Maintain complete employee database
· Make travel arrangements

· Manage data entry and reports

· Order supplies and keep track of supplies inventory
April 2005 – December 2006
Vodafone, Cairo, Egypt 

Customer Services Representative

· Handling problems that client’s facing and facilitate a solution to it 

· Upgrade customer’s data 

· Updates customer details with the new services 
· Provide quality customer service on every call
· Communicate clearly and effectively with participants
September 2003 – January 2005

Orion-intour Travel Agency, Kiev, Ukraine 

Receptionist/Secretary

· Answer phones and operate a switchboard

· Route calls to specific people

· Answer inquiries about company

· Greet visitors warmly and make sure they are comfortable

· Schedule meetings 

· Ensure reception area is tidy

· Coordinate mail flow in and out of office.

· Coordinate office activities

· Arrange appointments
· Send email and faxes

· Handle correspondence
· Perform filing and clerical duties

· Take and relay messages

· Update appointment calendars
· Schedule follow-up appointments
 Education
Institute of Tourism of Trade Unions Federation of Ukraine, Specialty “Tourism Management”

AY 1999-2005
Computer Skills

· Advanced PC-user 

· All versions of Windows 

· MS Office (Word, Excel, Access, Outlook)

· Internet

Languages

· Ukrainian – Native language
· Russian – Native language 
· English – Fluent
· Italian – Basic knowledge
Personal Details 

Nationality: 
Ukrainian
Marital Status:    Married 

Visa Status: 
Residence 
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