
[image: image4.jpg]



[image: image1]
ARMEN 
Dubai ● United Arab of Emirates 
  E-mail: armen.369180@2freemail.com 
  Nationality: Ukrainian

[image: image2]

[image: image3]
PROFESSIONAL SUMMARY
· Courteous and diplomatic when dealing with customer concerns

· Easily able to resolve customer concerns to increase customer satisfaction

· Strong ability to troubleshoot and problem-solve in fast-paced environments.

· Seasoned leader and decision maker equipped with the finesse to effectively communicate with a variety of clients and personality types

· Knowledge of office procedures.

· Word processing, typing & IT skills.

WORK EXPERIENCE
Exclusive souvenir / Sales Executive – Kiev – Ukraine         5/08/2010 – 05/01/2017
     Responsible for growing the business by driving sales and identifying opportunities.

· Using a consultative sales approach to develop long-term customer relationships.

· Identifying, qualifying and selling to new prospects.

· Developing close customer relations through on-site and customer visits.

· Establishing and maintaining regular contact with customers.

· Helping with annual sales forecasts.

· Identifying business opportunities.

· Conducting sales presentations.

· Negotiating the terms of any sales agreements.

· Keeping accurate records of all sales.

· Interpreting data to understand market trends.

· Managing multiple customer accounts simultaneously.
Fashion town / Marketing Manager Assistant – Kiev – Ukraine         10/10/2007 – 22/07/2010
     Responsible for assisting with a wide range of general marketing duties.
· Supporting primary and secondary market research efforts. Identifying, qualifying and selling to new prospects.

· Keeping the marketing database up-to-date by inputting new data, updating old records and performing cross checks. 

· Tracking marketing efforts and monitoring results. 

· Providing administrative support to the marketing department. 

· Assisting in developing sales materials. 

· Marketing company products and services to customers. 

· Prepare marketing statistics. 

· Communicating directly with clients.

· Organizing promotional events. 

· Ordering marketing materials.

· Making cold calls to prospective customers. 
Holidays Tour Agency / Office Manager Assistant         08/02/2006 – 01/09/2007
· Listing the name of famous historical place of Ukraine.

· Collecting geographical and historical details of places through various sources.

· Interviewed the local person of that place to gather the information.

· Collected the images of the places.

· Prepare a complete report of the project.

· Organizing the tour plans, schedule, gadget and advertising.
United Group Co /Real Estate Agent
Kiev – Ukraine
15/1/2004 – 20/1/2006
· Worked closely with developers and business owners to facilitate commercial sales.

· Responsible for developing and executing Internet marketing programs for each listing.

· Responsible to finding new residential sales leads and closing on sales.

· Part of a team that developed and maintained contacts with the local business community.

· Responsible for finding and developing residential property sales leads.

· Opening, dating, copying and circulating incoming post.

· Raising purchase orders and chasing outstanding accounts.

· Recording, compiling, transcribing and distributing the minutes of meetings.

· Helping the management to numerous administrative tasks upon request.

Colin’s. / Sales Associate – Kiev – Ukraine                                 15/3/2001 – 20/12/2003
Ensuring that all customers receive excellent service through direct salesmanship, and prompt and courteous service.

· Processing sales quickly, accurately and efficiently.

· Supporting the store team and manager to increase revenue streams and profit targets.

· Providing a friendly and helpful service to customers.

· Maintaining high standards of presentation and cleanliness across the store.

· Demonstrating good product knowledge to customers on key promotions and offers.

· Providing cover in other areas during periods of holidays and sickness.

· Approaching customers that may require assistance if you are on the shop floor.

· Carrying out stock replenishment.

· Ensuring all areas of the store remain tidy at all times.

EDUCATION
· Kharkov State Polytechnic University /
1995-2001
Faculty of Economics, economist-manager
 Languages :
-English: Very Good

-Russian: Mother Language

-Ukrainian: Mother Language
 Computer:
-MS Office (Excel, Word, PowerPoint)
-Social Media Marketing Experience: (Facebook, Google Ads)
	 Key skills
	

	· Office procedures
Data management

· Reception support
Diary management
	· IT skills

· Minute taking
	· Customer service

· Filing / archiving


Administrative Abilities
· Maintaining an electronic and hard copy filing system.

· Providing training and orientation for new staff.

· Coordinating and arranging repairs to office equipment.

· Comprehensive knowledge of Microsoft Word, Outlook, Excel and Access.

· Scheduling meetings and preparing agendas for them.

· Effective organizational skills.

· Organizing travel & accommodation arrangements.

· Resolving administrative problems.

· Supervising other clerical staff.

· Conducting research on behalf of managers.

· Scheduling and delegating administrative tasks.

· Creating presentations and writing up reports.

Additional skills
· A highly resourceful, flexible, innovative, and enthusiastic individual who possesses a considerable amount of knowledge regarding administrative and office procedures. A quick learner who can absorb new ideas and is experienced in coordinating, planning and organizing a wide range of administrative activities. Well organized and an excellent team player with a proven ability to work proactively in a complex and busy office environment.

Looking for a career advancement opportunity in your company that will allow me to develop my potential and skills
