	
	Curriculum Vitae

Name                      Elina 
e-mail                      Elina.333433@2freemail.com 


Purpose                          
administration, management 

Experience
2015.09 - present time
Smart Technologies General Construction LLC - Al Ain, UAE


Administrative manager

Main duties:
Finances control and distribution, finances report analysis, online banking, agreements and contracts creation, participation in negotiations with customers and suppliers/partners, official relationships with Government Ministries and Departments, Human Resource matters.

2011.09.-2014.01.        
JSC „Nordeka” – Riga/Latvia, 

business communication analyst

Main duties:          
participated in projects: „Airport Express”- regular coach service from Riga Airport to Riga center and back; business website creation and monitoring of information; creation of the company's training/education center, alignment and control of the drivers training/education process; market research and analysis; European funds projects’ analysis, presentations creation.
2009.11.-2011.07.    
„The First Group” real estate company – Dubai/UAE, 

telesales department’s consulter
Main duties:
real estate sales by phone, deals conclusion



2003.08.-2009.10.     
  
„OKTAVIA” Ltd.  – footwear wholesale company, 

      executive director 

Main duties:                       company’s organization from the beginning; personnel management; market research; customers and partners research and co-operation; conducting of negotiations and deals conclusion; financial statements and planning; exhibitions organization and participation in; collections viewing and ordering. 
2000.03.-2003.07.

„PIPA” Ltd.  – branch of the Lithuanian footwear trade company, 


       executive manager
1995.07.-1999.08.
      „KORPORĀCIJA TEMPEL” Ltd. - construction company

      commercial director 



manager

secretary-referent
Education

1999.-2001.
              
      Transport and Communication Institute – faculty of management – 




master degree

1995.-1999. 

Riga Aviation University – faculty of economics, bachelor degree

Languages

      Russian – mother language, English, and Latvian – fluently
 Skills                            
      good computer skills (MS Office: Word, Excel, PowerPoint), accounting, 

      websites' creation
                                         
UAE and European driving licenses.

11.01.2017.Al Ain, UAE  
