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	ELIZA 



I am proactive Assistant who thrives in a fast-paced environment where I can support an overbooked executive or team in managing projects and relationships.I love to organize events, travel and administrative projects.
I’m comfortable with MS Office Suite and have the ability to learn other software and applications as needs arise.

Commitment to quality and the ability to ensure speedy responses to logistic and business concerns made 
me recognized and valued as a discreet and knowledgeable partner. 
As a person who is passionate about the office management field I am highly self-motivated and hardworking.

I enjoy being part of a team as well as working on own initiative.
HIGHLIGHTS
	· High organization and time management skills

· Ability to handle multiple tasks simultaneously
· Detail oriented problem solver

	· Excellent communication/interpersonal skills

· Exercising tact, diplomacy and confidentiality 

· Assertive and flexible




EXPERIENCE

07.2008 to 05.2016
Office Manager in . (Government)
· Provided extensive support to the Senior Executive Manager and a highly dynamic team, along with general office management, served as the primary point of contact 
· Screened, distributed and  responded to inquiries, calls, mails and correspondence
· Managed the Executive Manager’s calendar and daily schedule, informed of upcoming commitments and responsibilities, followed up appropriately
· Liaised with staff at all levels and cooperated with international institutions

· Ensuredeffective and accurate flow of information
· Drafted and proofread required documents such as minutes, reports, and correspondence
· Planned and organized meetings (prepared necessary materials and presentations)

· Organized complex domestic and international  travel arrangements and itineraries

· Successfully planned, organized and managed events

· Independently researched, collected, analyzed and reported information

· Reputable for providing compliance with all company procedures and policies
· Ensured protection and managed confidential information and documents
· Achieved significant results by identifying process and procedures improvements
· Increased office efficiency by creating and managing system of filing office records and documents

· Trained and supervised over 40 people in company policies and electronic systems
01.2008 – 07.2008

Executive Assistant in Vattenfall Heat Poland
· Provided all-embracing support to the Board of Directors
· Cooperated with internal staff at all levels and interacted with external clients

· Managed and maintained executives' schedules, appointments and travel arrangements 

· Arranged, organized and coordinated meetings and events
· Handled and drafted business correspondence with highest confidential standards 
· Handled direct and telephone contact with suppliers and logistic companies
· Monitored supplies of coal and biofuels(prepared daily reports and analysis)
07.2007 – 01.2008

Personal Assistant to the Manager in Vattenfall Heat Poland
· Worked in Procurement Department and in Department of Quality Management

· Scheduled the Manager’s calendar and agenda on a day to day basis

· Planned meetings, wrote reports and correspondence

· Arranged and organized appropriate travel agendas and necessary contacts

· Maintained an up-to-date department organizational chart

· Cooperated with consulting companies on behalf of the Manager
· Prepared an audit plans &participated in internal audits

· Took part in implementing Quality Management Systems ISO 9001

04.2006 – 06.2007
Office Manager in Center of Foreign Language Trainings

· Provided comprehensive support to the CEO

· Performed general office management

· Created and managed databases and filling systems
· Handled and drafted business correspondence 

09.2005 – 03.2006
Office Assistant/ Receptionist in CEFIC Polska
· Managed the receptionist area
· Performed general office duties (phone, fax, e-mails, correspondence)

· Supplied office materials 

· Organized meetings and prepared conference rooms

EDUCATION

2013– 2016

The College of Computer Sciences, Management and Administration in Warsaw
Bachelor’s Degree in Administration

2003 -2007

Kozminski University in Warsaw

Law studies attendant

TRAININGS

2016


Office Manager Training

2015


Protection of classified information Training

2010


Open-source Intelligence (OSINT) Training

LANGUAGES

• English – Fluent     • Polish – Native                                             • Russian – Intermediate
INTERESTS

• Literature


• Psychology


• Healthy lifestyle 

• Sports
PERSONAL INFORMATION

DATE OF BIRTH : 12.April.1984 

NATIONALITY               : Polish 

DRIVING LICENSE  : Polish & International
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