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Tatyana
Tatyana.318168@2freemail.com  

A reliable, trustworthy and skilled Office manager, experienced in office management, administration, customer service, accounting, diary management, property and facilities management. 

A reliable, trustworthy and skilled Office manager, with area of expertise in:
· office management
· administration
· customers service
· accounting
· diary management
· facilities management
· property management


Management skills:
· effective delegation
· efficient planning
· meeting management
· organizing and coordinating
· managing myself









Professional profile
A well-presented, confident and enthusiastic professional with many years of administration, management, customer service experiences and sales.
I´m experienced in organizing and supervision of the administrative activities, to ensure effective management of the daily tasks in the office, with a strong desire to succeed and exceed planned goals - all within budget and deadlines. 
Highly motivated, technologically adept, always looking to make things more efficient by improving procedures.
Currently looking for a suitable position to continue my development, where I would work with a great multicultural team of people in an ambitious company.

Employment
Sep 2010 – now	Municipality of Lyngby-Taarbaek – Denmark
Administrative office manager 
Wide range of experiences from working in different departments, including finance and accounting, property management, customer services and as executive administrative assistant responsible for facility management, diary management, meetings and providing administrative support.
My current position includes:
· Overseeing the smooth and efficient running of all aspects of the office. 
· Manage schedules for Management, participating at meetings with vendors, stakeholders and clients
· Handle all aspects of property management, contracts negotiation, tenant relations, rent collection etc.
· Handling insurance claims, client complaints and issues
· Designing and implementing of filing systems, establishing standards and job procedures
· Review and approving all facility invoices, preparation and control of purchase orders
· Maintaining and reconciliation of accounts 
· Record keeping of all incoming and outgoing materials, document controlling
· Maintenance of customer files and records
· Controlling and planning of installation and modernization projects
· Negotiation with contractors for various maintenances and renovation projects.
· Support and preparing financial & non-financial reports for senior management and Danish National Rent Committee. 
· Team support and training of new department members, recruitment activities.
· Supervision of employees, delegate work and assign tasks

Feb 2007 – June 2010	Jette Riis Shoes, Copenhagen – Denmark 
Store manager: Danish brand shoes store.
· Supervising and training of staff and managing work schedules 
· Organizing, preparing and arranging promotional materials and displays.
· Direct work with customers, handling complaints, requests and sale.
· Cash management, maintain daily record of all transactions
· Preparation of purchase orders
· Responsible for receiving goods and administration of inventory



Mar 2004 – Aug 2005	L. Magnusson agriculture limited company – DenmarkLanguages:   
· English (advanced)
· Danish (fluent)
· Ukrainian (native)
· Russian (bilingual proficiency)


IT skills:
· Microsoft Office 
· Word,
·  Excel,
·  PowerPoint, 
·  Outlook 
· SAP 
· Unik 4 - (Property management Software)
· Lotus Notes


Volunteer work:
Jan – Maj 2014	Delegation host at Eurovision Song Contest
· Coordinator of Ukrainian delegation’s activities during ESC2014 in Copenhagen.
· Being the link for the Ukrainian delegation to Danish culture and customs.


Personal interests:
· photography 
· traveling
· gardening
· fine dining  
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Assistant: Agricultural trading company, focused on wheat grain. 
· Organizing and scheduling planting and harvesting crop work
· Assisting in sales agreements, advertising and marketing activities
· Supervising fields and visiting farms to conduct analyses and collect data
· Organizing presentations, demonstrations and fields walks for clients and partnership organizations
· Research and collect information on relevant developments in agriculture
Jan 2003 – Jan 2004	Uman Silmash, Uman – Ukraine
Accounting trainee: Engineering plant agricultural machines.
· Administering payrolls and controlling income
· Preparing reports, budgets, business plans, and financial statements
· Helping departments with planning and reporting of budget forecasts.
· Preparing monthly management accounts
· Processing receipts, sales invoices and payments
Education
2010-2012 	AP-degree in public administration 
KNord Commercial College, Copenhagen - Denmark
2009-2010 	Higher Commercial Degree 
Niels Brock Business College, Copenhagen - Denmark
1999-2006 	Master degree in organization and management 
National University of Horticulture, Ukraine

Personal qualifications
I have the ability to see the objectives needed and obtain effective collaboration with management, vendors, and coworkers to build positive and cohesive business relationships. I have accrued a multitude of skills, including management operations and providing creative solutions to client’s issues. 
I am adept at all financial functions, including accounts payable and receivable, billing, collection of due fees, bookkeeping and accounting functions.
My strengths and key areas of expertise include:
· Cultural sensitivity, which makes me comfortable with people of all nationalities and religious beliefs.
· Strong work ethic, reliable with attention to details.
· Highly self-motivational with the ability to work independently and be a team-player when needed. 
· I am eager to learn new skills and develop my existing ones, while contributing to the company’s success.
· Committed to provide superior service to clients, by focusing on client’s needs and expectations.
· Able to effectively prioritize, while handling multiple tasks.
· Excellent organizational and communication skills.
· Experienced planner in multiple dimensions and good at keeping many balls in the air.  
· Flexible, adaptable, positive attitude, ability to think out of the box.
· Quick learner and good at adapting to changing circumstances. 
· Able to easily transcend cultural difference and thrive in a deadline-driven environment.
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