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DOB: 12th March 1979
Nationality: Russian
PROFILE & OBJECTIVE
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· Over 9 years of UAE experience in professional business support on an executive level and in a hospitality sector.
· Looking for a position of an Executive Assistant / Office Manager, able to provide highest standards of administrative support services to Executive Team and take on range of broad office management roles, such as IT and HR tasks.
PROFESSIONAL EXPERIENCE


	Generation Alfa Ltd. DIFC (Financial Services)  – Dubai, UAE
	  Sep 2015  - until present


Executive Assistant
· Diary management, organizing national and international travel arrangements, as well as general administration duties.
· Organize and schedule clients and internal meetings. First point of contact for the CEO, welcoming guests when needed
· Carrying out all HR duties, including recruitment, visas processing, staff onboarding and all HR related administration support.
· Acting as a PRO for the company, dealing with company’s registration and licensing, corporate actions and various related services.
· Office Administration: preparing financial statement reports, negotiating contracts and purchasing agreements with suppliers, providing IT and maintenance office support.
	European Retails Operations Ltd. DMCC (General Trading)  – Dubai, UAE
	  2014 - 2015


Administrative Assistant

· General administrative support as well as office related tasks. Managing a complex calendar and travel for a team.
· Preparing clients proposals, correspondence, slides and graphics. Organizing conference calls and video conferences.
· Handling a complete process of a DMCC company set-up at all relevant Free Zone and Government authorities, including corporate documents applications and issuing employment visas.
	Smart System Holidays LLC (Travel and Hospitality) – Dubai, UAE
	2007 - 2014


Travel Manager
· Providing corporate travel arrangements for employees’ business travel, as well as worldwide holiday packages.
· Organizing conferences, corporate events. Participating in travel exhibitions, promoting and marketing the business.
· Successfully dealing with  all kind of travel emergencies or unanticipated schedule changes
	Promelectronics Ltd. (Producer of electronic equipment) –  Russia
	2002 - 2006


HR Manager
· Manage recruiting, interviewing and hiring new staff in accordance with company’s policy.
· Organizing training, conducting job satisfaction surveys, handling benefits administration.
· Filing and maintaining all HR records and reports.
	
	
	EDUCATION

	
	

	2002
	Bachelor’s Degree in HR Management  at Urals State Technical University  (Russia – Yekaterinburg)

	
	
	LANGUAGES & SKILLS

	
	
	

	
	· English:  Fluent
	· Positive attitude and collaborative approach to teamwork.

	
	· Russian: Mother tongue
	· Ability to work overtime hours as needed to support the team and

	
	· French:  Intermediary  level
	                  exceed expectations

	
	· IT skills:  MS Office  - excellent user
	· Natural good communication with very good interpersonal skills.


INTEREST & HOBBIES


· Jogging, cycling, art, cross cultural exchange and cooperation
