
Nationality: Russian

Valid UAE Driving License 

Visa Status: Residence visa 

CAREER OBJECTIVE



A Camp Boss/Camp Administrator/Project Administrator/Coordinator position utilizing acquired skills, education, and experience in the Oil and Gas field..

CAREER SUMMARY



Administrative support professional with more than 10 years of experience, adept at working in fast-paced environments demanding strong organizational, leadership and interpersonal skills. Committed to exceptional customer service and driven by challenges, Detail-oriented and resourceful in spearheading, organizing and completing projects; ability to multitask effectively.

• Safety Procedures
• Customer Service

• Procedure Development/Refinement
• Oral Communication

• Efficiency Improvements
• Schedule Coordination

• Strategic Planning and Development
• Management/Administration

• Team Motivation
• Team Leadership

EMPLOYMENT EXPERIENCE



CPF Project Administrator/Camp Administrator (Capital Construction)
2013 to 2014

LUKOIL Mid-East LTD, Basra, Iraq
•
Manage small projects independently and support large cross-divisional projects.

•
Maintain project files and records such as schedules, budgets, time reporting and summary spreadsheets.

•
Track and report project measure like quality related measures, progress vs. schedule and expenditure vs. budget.

•
Audit and comply with applicable procedures to identify measure and improve area processes.

•
Control over accomplishing predetermined tasks to contractor Samsung Engineering

•
Coordination with travel section of corporate department for flights protocol issues, visa support.

•
Determine and report project problems when identified.

•
Coordinate Knowledge Management and Learning Management systems related functions.

•
Support Project Manager to monitor and control project progress against timelines and work plans.

•
Verify items against purchase order and record material received.

•
Assure error cause identification and corrective action by coordinating with quality assurance personnel.

•
Manage dispatch board to determine Field Technician’s status and availability.

•
Handle day to day communication from project team to individual contributors.

Lead Household Support Officer (Corporate Service)
2011 to 2013

LUKOIL Dubai, UAE

•
Coordinated workflow through various departments

•
Sorted and sent out mail

•
Accepted increasing responsibility demonstrating flexibility and ability to learn quickly

•
Analyzed customer requirements for future products

•
Prepare, control coordination, sign and provide support to purchase contracts on Stationary, merchandise, furniture and decoration elements (maps, curtains, decoration plants etc
•
Provide Company's personnel with periodicals and business

•
Provide household support for meetings, conferences, workshops and other Events Including coffee breaks and dinners, which are held as part of Company and Operator's current activities
•
Monitor progress and quality of household support activities for Company and Operator offices, which are provided for by the signed contracts.

•
Helped prioritize work schedules and delegated assignments

•
Effective in stressful situations

•
Developed effective internal controls and always operated within budget

Sales Associate
2009 to 2010

Levant-Couture, Dubai, UAE

•
Prepared sales slip and sales contract

•
Recommended, selected, and obtained merchandise based on customer needs and desires

•
Formulated pricing policies on merchandise according to requirements for profitability of store operations

•
Developed comprehensive presentations to meet organizational needs

•
Developed and managed promotional activities aimed at enhancing product awareness

•
Developed and maintained accounts with mass merchandisers

•
Developed new procedures for productivity

•
Highly regarded for consistently achieving superior sales results through leadership, planning, and effective implementations

•
Developed marketing and sales strategy for new product release

•
Excelled in one-to-one consultations with clients. Able to offer styling advice for a variety of formal, and casual, occasional or work ware, including styling and wardrobe update advice, and adding key items to incorporate new season trends.

Sales Consultant
2008 to 2009

Royal Bank of Scotland (ABN-AMRO), Moscow, Russia

•
Identify market needs for clients' products or services.

•
Create marketing strategies for clients to capture market share for their products or services.

•
Research, study and assess current marketing trends for clients.

•
Coordinate with internal marketing, sales and accounts receivable people.

•
Attend sales and marketing meetings.

•
Document and analyze current market and competitors' marketing trends.

•
Provide appropriate consultancy services to customers to enhance their business opportunities.

•
Cold calling, prospecting, networking, meeting with new & existing clients and further developing of relations, communication with corporate clients, presentation of product, collecting related documents, conducting of contracts.

ADDITIONAL WORK EXPERIENCE



•
Customer Service Specialist (East Line, Airport Management Company, Moscow, Russia) 2007 to 2008

•
Sales Manager (Vimpel Communications, Makhachkala, Russia) 2004 to 2006

EDUCATION AND CREDENTIALS



Diploma in Oil and Gas affairs
2012

State Technical University of Dagestan, Makhachkala/Russia

Diploma in IT and Economy Administration
2006

State University of Dagestan, Makhachkala/Russia
SPECIAL PROJECTS


West Qurna Project, Iraq
SPECIAL SKILLS



Computer & IT –

· Microsoft Office™ (Word™, Excel™ PowerPoint™) Windows™ (7™,Vista™, XP™,) Mac, OS
· Amdocs, Lotus Notes, Citrix CRM, CBOSS, Foris, 1C, Service Desk,

· CRM-Monitor, SAP, IDMS Integrated Documents Management System (ESDO)

Language – 
· English-Fluent

· Russian-Fluent
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