​​CURRICULUM VITAE

	
	Name               Aliya 
Date of Birth   21.11.1981
Nationality      Kazakh

Civil Status     Single

Aliya.351422@2freemail.com


Objection:  To become an integral part of a developing and professional team. Utilize      

                        personal features, educational background, and accumulated skills/experience to 
                        contribute my best to team’s success and company’s prosperity

Education:



	University
	Kazakh National University named after Al-arabi

	Date
	2002-06

	Degree
	International Economy


Language Skills: 
	Language
	Level

	Kazakh (mother tongue)
	Native

	English
	Advanced

	Russian
	Second native

	Turkish 
	Intermediate 


Professional Experience Record:
	Date
	September 2015 – January 2017

	Location
	Akotgay, Kazakhstan (28/28 rotation)

	Company
	KAZ Minerals LLP

	Position
	Pre-Commissioning Group Assistant

	Description
	Maintain permanent proactive support to Pre-Commissioning Management activities, in the office and on site;
File management including:

- compilation of documents for the handover of works, both process and utility,

- preparing the turn over documents, creating transmittals,

- producing and maintaining document progress reports to Management;
Coordination of purchase orders. Follow up to ensure action;
Receive and inspect all incoming materials, reconcile with  purchase orders, prepare inventory report;

Prepare, review and distribute incoming information and notices (announcements, mails, hard copy and correspondence)
Site coordinations and support for visits: accommodation, meetings, translations among others;
Support with coordination of travelling and mobilization activities, arranging trains, flights, taxis, hotels, meeting rooms and all needed for success of the trips.




	Date
	November 2014 - March 2015

	Location
	Almaty, Kazakhstan

	Company
	AVON Kazakhstan

	Position
	Campaign Execution Specialist (Copy Editor)

	Description
	Proofreading and editing print materials in support of Customers, Independent Sales Representatives and all areas of the company;

Working with multiple partners and project owners to ensure accuracy of print materials and improving/sustaining process and best practices;

Editing each job for factual and grammatical accuracy of copy;

Tracking, communicating and resolving issues of improperly conveyed information;

Making copy adjustments on InDesign files;

Carry out other relevant tasks and duties as assigned.

	Date
	April 2014 - November 2014

	Position
	Assistant to Marketing and Service departments

	Description
	Assisting to the Marketing/Service Directors;

Managing and administrating travel and related visa arrangements;

Meeting guests, organizing meetings and negotiations;

Entailing the translating of documents and interpretation from/to English and Russian languages;

Preparing presentations for meetings;

Carry out other relevant tasks and duties as assigned.


	Date
	March 2010 – April 2014 (self-employed)

	Location
	Almaty, Kazakhstan

	Position
	Translator (Business, News, Finance, Law)

	Description
	Translating from/to English, Kazakh, Russian languages


	Date
	September 2009 – March 2010 

	Location
	Almaty, Kazakhstan

	Company
	British American Tobacco Kazakhstan

	Position
	Assistant to the Board of Directors

	Description
	Assisting to the Board of Directors;

Managing and administrating travel and related visa arrangements;

Meeting guests, organizing meetings and negotiations;

Entailing the translating of documents and interpretation from/to English and Russian languages;
Carry out other relevant tasks and duties as assigned.


	Date
	February 2007 – February 2009

	Location
	Moscow, Russia

	Company
	Embassy of the Republic of Kazakhstan in the Russian Federation

	Position
	Visa officer

	Description
	Processing all types of visas including employment/business/tourist visas; 
Assisting the Vice Council for immigration/visa related tasks;
Preparing on a monthly basis reports on visa reconciliation; 
Carrying out other relevant tasks and duties as assigned; 
Maintaining and cultivating goodwill and good relationship with Government Departments. 


	Date
	January 2003 – December 2006

	Location
	Almaty, Kazakhstan

	Company
	PM Lucas Enterprises Limited

	Position
	Travel-Coordinator

	Description
	Responsible for the coordination of logistical requirements of foreign employees and contractors, including national and international travels, reception, accommodation, transport, passport/visa and work permit in Kazakhstan. Preparation of monthly progress reports.


