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                       Curriculum Vitae
Natia 
Natia.317291@2freemail.com 
Education:  
1994- 2001 – Ivane Javakhishvili State University.
Faculty of Western European Languages and Literature.
Qualification: Philologist.

Working Experience:
2006 - 2016 – State service agency. 
Position: Secret department  manager.
Main responsibilities: 
· working on the secret documents, proceedings;
· Filing of documentations;

· Control the security of secret documentations;

· Control of compliance;

· Communication with different departments.

2009 - 2012 - French clothing brand “LOWCOST-FASHION” - Retailer.

Main responsibilities: 
· Collaboration and communication with suppliers.
· Developing of pricing system.
· Solving customs procedures.
· Developing sales plans.
· Managing sales staff.

· Delegating duties and responsibilities.
2007 - 2009 - Private Enterprise. 
The owner of women’s cloth boutique
Main responsibilities: 

· Collaboration and communication with suppliers.
· Developing of pricing system.
· Solving customs procedures. 

· Developing sales plans.
· Managing sales staff.
· Delegating duties and responsibilities.
2004-2006 –“ Graphiti“ LTD, construction company.
Position: Office Manager.

Main responsibilities: 

· Preparing and registering documentation;

· Participating in developing and implementing different projects;

· Developing monthly and annually reports;

· Communicating with customers;

· Planning and organizing meetings.  
1999-2004 – The State  Chancellery .The State Service & Chancellery.

Department of radio technology and printing center. 

Position: Service Center manager / Human resource manager.
Main responsibilities: 

· Developing Human Resource Development strategy;

· Providing trainings for staff

· Preparing and registering staff’s personal files;

· Preparing different orders and procedures;

Language skills: 
Georgian-Native
English-fluent (reading, speaking, writing)
Russian- fluent (reading, speaking, writing)
Computer Skills: Ms Office
Personal Skills:

· Effective communication

· High sense of responsibility

· Ability to work in a group as well as individually

· Flexible 

· Development oriented

· Ability to work under pressure
Personal interests: traveling, reading, swimming.
