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	Nadya  
Nadya.327332@2freemail.com 

Nationality:  Russian 




Customer services / Marketing Manager/PA with experience in international companies. 

Personal strengths:

· ability to adapt to quick changing environment;

· ability to handle responsibility and build positive relationships with work colleagues and clients of all levels;

· comfortable working independently or as a part of a team; 
· ability to grow with the job;

· excellent verbal and written communication skills and a pleasant, assertive manner.

 My problem solving skills, ability to handle high workload, expertise in customer services and marketing would add significant value to your company.

Positions Held 

Specta Group (a large European PET- and steel strap producer), Jebel Ali Free Zone, Dubai, UAE 
Customer Service Manager / Marketing Manager Middle East region / PA to CEO
June 2015 –  August 2016
Achievements: increased customer satisfaction rate by providing quick response and excellent service at all times; increased sales volumes by making regular follow ups with ‘’medium’’ and ‘’small’’ clients; increased profit of sales by calculating logistics costs and sharing this info with sales team, enabling them to give proper quotations to clients; reduced marketing budget by optimizing marketing costs and finding new service providers; increased brand awareness by advertising company through different events, web-sites, newsletters.
Responsibilities:

As Customer service manager:

- helping to develop and implement a customer service policy for UAE division; 
- finding ways to measure customer satisfaction and improve services; 
- handling inquiries from customers; 
- managing customs documents and logistics procedures; 
- monitoring and handling customers complaints, providing solutions for the issue;

- studying source of customers dissatisfaction and informing concerned department, tracking actions of concerned departments to solve the issue;

- managing customers data base;

-  creating and updating various reports, data sheets, presentations; 
-  coordinating with external suppliers (banks, service suppliers) as well as with different departments within the company (production, financial, sales department) to ensure smooth daily operations;

- coordinating with IT team regarding creation/modification of reports and data base structures in CRM system;

-  participating in management meetings, providing necessary reports and market information.
As marketing manager: 
- managing preparations of exhibitions in Middle East, Iran, Turkey (registration, advertising activity, stand design, post event activities any other related activity); 
- planning and budgeting of events and marketing campaigns for Gulf division;

- analyzing of event/campaign outcome and evaluating future participations in event;

- creating, analyzing and sorting new leads, distributing leads accordingly;

- managing corporate Linkedin, YouTube accounts; 
- content writing for corporate websites; 
- corporate newsletters - content writing, video creation, distribution, feedback evaluating etc.; 
- promoting brand in the Middle East region; 

- monitoring market trends within the region and amending marketing plan accordingly;
- providing various reports to CEO and Sales managers. 
PA  to CEO responsibilities:

- managing busy and ever changing meetings and travel schedule for CEO;

- preparations of itineraries, flights and hotels bookings, visas arrangements etc.;

- extensive calendar management for CEO;

- organization of meetings (venue booking, coordination with participants  and service providers etc.);

- taking minutes during the board of directors meetings;

- being a "gate keeper" between CEO and company staff;

- preparations of wide range of reports and presentations for meetings, conferences and other events;

- replying on the e-mails on behalf of CEO whenever required.
The  Heart of Europe  Real Estate Development (THOE),  Dubai Media City, Dubai
Client Services Representative,  February 2014 – May 2015 
Achievements:  systemized company  clients data base; created and optimized filing system and clients records system; reduced  percent of outstanding and late payments by following up with clients, providing solutions for payment schedules whenever possible; optimized CRM system (SugarCRM) to fit with staff requirements.

Responsibilities:

- opening customer accounts by recording account information;

- maintaining customer records by updating account information;

- keeping CRM system records up to the date;

- preparing contracts and SPA, distributing it to the clients and answering questions regarding the contracts;

- managed to increase clients satisfaction rates by resolving product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution;

- maintaining financial accounts by processing customer adjustments, monitoring clients' payments; 

- preparing various reports for sale, marketing, accounts, telesales teams and for management by collecting and analyzing customer information; 

- answering any enquiries with regards to documentation or payments;

- translating marketing information and company documents for Russian-speaking clients;

- contributing to team effort by accomplishing related results as needed.

Zentrax Inc. (leading exporter of car electronics to CIS countries), Jebel Ali Free Zone, Dubai, UAE
Sales Executive || Personal Assistant for GM, September 2011 – February 2014

- covering both PA and Sales Executive positions; 

- being “all around the office”;

- responsible for customs clearance, export documentation, administrative tasks;

- making accurate, rapid cost calculations, and providing customers with quotations; 
- monitoring customers' payments, negotiating variations in price, delivery and specifications;

- advising on forthcoming product developments and special promotions;

- liaising with suppliers, checking quantities of goods in stock, recording sales and order information, informing management on the shortage of stocks;

- preparing custom documentation, documents for Chamber of Commerce, JAFZA administration etc. 
- renewing company Trading License, Property insurance, visas, labor cards, Emirates ID, medical cards, health insurance for company staff,  staff accommodation lease contract, company cars' insurance, etc.

Majestic Hotel, Dubai, UAE
Banquets Sales Representative, May 2011— September 2011 

- procuring new repeating business for Banqueting by maintaining contacts with commercial houses, government offices, professional associations and other member of communities; 

- attending to client’s comments, complaints and requests regarding Food and Beverage service, quality, facilities, agreements, function arrangement; 

- conducting all administrative work related to the event as required.
Majestic Hotel, Dubai, UAE.
Receptionist, March 2010 – April, 2011 

Rebar-Flange Company Ltd., Omsk city, Russia.
Sales Executive, September 2009 – March 2010 

Rebar-Flange Company Ltd., Russian Federation, Omsk city 
Sales Coordinator, June 2008 – September 2009 

Education 

2014–Ongoing Saint-Petersburg Academic University of Management and Economics, Saint-Petersburg, Russia
Occupation: Finance Management (Master’s Degree).

2003—2008 Omsk State University, Omsk city, Russia 

Occupation: Linguistics, specialty “Philology".


