Kristina
PERSONAL INFORMATION
Nationality:
Russian
Gender:
Female
Date of Birth:
4th June 1987
Address:
Dubai, United Arab Emirates
Languages:
English, Russian
UAE Driving License:      Yes
Legalized Diploma:
Yes
OBJECTIVES
I am a versatile, motivated and enthusiastic person with thrive on challenges and reaching demanding targets and pride myself on my ability to adapt to any situation, either as an individual or as part of a team.
I have excellent communication skills, which allow me consistently reach the highest standard of customer service. I always put my client’s needs at the center of everything I do, ensuring impeccable client satisfaction and development.
My main objective is to obtain a position in a leading company that will enable me to use my strong organizational skills, educational background, and ability to work well with people.
EMPLOYMENT HISTORY
Stars Dome Realty- Dubai, UAE
Real Estate Company
http://starsdomerealty.com/
08.2015‐10.2015
Personal assistant:
· Reception and distribution of calls; 
· Appointments; 
· Maintaining personal calendar and schedule of the week; 
· Execution of orders for the recruitment and sending of documents; 
· Preparation of documents for meetings and conferences; 
· Meeting visitors; 
· Preparation and organization of events; 
· Organization of business trips; 
Elite Medical Center -Sharjah, UAE
Dental Clinic
04.2015 – 06.2015
Executive Assistant and Receptionist:
· Welcomed patients and visitors to the dental office by greeting patients and visitors in person and on the telephone; 
· Prepared necessary paperwork, collected payment’s from patients, and notified appropriate person of patient’s arrival; 
· Confirmed appointments and pulled patients charts for the following day; 
· Scheduled future appointments. 
Altair - Nizhny Novgorod, Russia
Fire safety
01.2010 – 12.2014
Personal Assistant and Accountant:
· Maintain documentation (collection and submission of required documents for participation in tenders and auctions, keeping a register of contracts, monitoring the timely preparation of engineering designs and cost estimates); 
· Personal presence as a representative of the organization on tenders and auctions; 
· Search for contractors to participate in various projects; 
· Organization of work schedules and tending to the needs of employees working on customer sites; 
· Monitoring, analysis of prices for the purchase of necessary equipment and materials to perform work on customer sites; 
· Addressing emerging disputes with the customer during the execution of the contract; 
· Interaction with inspection agencies (including the commissioning of a facility); 
· Search and decision‐making on advertising; 
· Administrative office work (timely procurement of office equipment, stationery, supplies and furniture); 
· Implementation guidance to managers in the service relationship; 
· Entering of primary documents in the program 1C 7.7, 8.0, 8.1.; 
· Maintenance areas: box office, bank, receipt and sale of goods, works and services; 
· Preparation of payment documents, invoices in Excel; 
· Payroll and collecting documents for expense reports; 
· Preparation of accounting reports zero or small accruals; 
· Carrying out verifications with the Federal Tax Service on payments and accrued taxes and fees; 
· Submission of reports to the tax authorities and foundations 
Silhouette LTD - Nizhniy Novgorod, Russia
Beauty Salon
06.2004 – 11.2009
Secretary and Administrative Assistant:
· Incoming and outgoing phone calls 
· Work with office equipment 
· Organization of day to day office operations 
· Accounting and control of paperwork that goes up for signature of the head 
· Preparation of business documents 
· Translation of business documentation 
· Organization of negotiations with customers 
EDUCATION
Nizhniy Novgorod State Commercial University - Russia, Nizhniy Novgorod
2004 ‐ 2010
Bachelor Degree – Accounting and Audit
High School N27 – Russia, Nizhniy Novgorod
1994‐2004
SKILLS
· Microsoft Office applications; 
· Enterprise 8.0 
· Time management; 
· Communication skills; 
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