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	PERSONAL DETAILS

	Nationality

: Russian
Date of Birth
: 17th August 1978
Height

: 162 cm
Weight

: 52 kg
Marital Status
: Single
Visa


: Tourist Visa
Health                     : Good (Clear Vision-Free from Illness)
Language

: Fluency in English & Russian





	STRENGTHS



	· Versed with Airline Industry

· Trained in Customer Service 

· Relate Well With Multicultural People

· Communication & Interpersonal Skills

· Confident-Reliable-Trustworthy Person
	· Friendly & Outgoing Personality Positive Attitude-Warm Smile
· Good Sense of Humor
· Hard Working & Calm Natured

· Dedicated, Sincere Team Player



	

	EDUCATION - COURSE

	

	Certificate of Achievement for Certified Acer Product Specialist (CAPS)
	

	Completed Training in Secretarial & Computer Course, Kyrgyzstan
	

	Completed English Proficiency Course
	

	Completed Secondary School Diploma in Business Studies, Kyrgyzstan
	

	
	

	CAPABILITIES

	

	· Trained in Travel, Guest Relations, Service and Hospitality Management.

· Good etiquette, hard working, polite nature and possess passion for traveling.

· Customer service, dealing with multi cultural clientele and communication skills.

· Capability to manage stressful work style, negotiate with customer problems.

· Experience in resolving client complaints, handling service, sales and front office.

· Excellent problem solving, leadership, time management and supervision skills.

· Familiar with safety aspects in hospitality industry including first aid and fire safety.

· Medically fit with good uncorrected vision and capability to work long hours on job.
· Ensure maximum passenger safety and comfort and maintained professional company image.

· Conduct pre-flight cabin checks, checked boarding passes and directed passengers to seats.

· Provide first aid treatment; assisted sick passengers as well as handled emergency cases.


	

	

	CAREER SNAPSHOT


	Cargo Transport Coordinator
Air Floti Airlines (Moscow & UAE) 
	April 2007-Present

	· Responsible for all cargo movement data entry including the receipt, tracking, storage, inventory, and delivery in conjunction with Cargo personnel.  Ensures that all hazardous materials are certified in accordance with applicable transport regulations. 

· Responsible for maintaining a safe workplace and ensuring that safety is the highest priority in the workplace.

· Performing radio communications when needed with the Supervisor to coordinate re-supply and cargo priorities while also providing updates on all cargo movement issues.

· Knowledgeable of aircraft load planning and regulations governing transportation of hazardous material is preferred.  



	Office Administrator
Violta Ltd, Moscow, Russia
	Feb 2000-Mar 2007

	· Reporting directly the managing director.

· Manage the office and liaise with high net worth customers for product presentation and liaise with internal departments.

· Directed and controlled the performance of the 3 staff. Established work priorities, delegate work to office support staff and ensure deadlines are met and procedures are followed. 
· Ensured over all smooth functioning of office in terms of handling day-to-day operations, reconciliation of bills, controlling cost, dealing with vendors, handling purchases and deliveries.
· Coordinated with office administrative procedures & review, evaluate & implement new procedures.
· Performed in pressurized work environment and effectively prioritize job responsibilities



	Assistant to the Manager
Korean Restaurant
	Oct 1998-Jan 2000

	· Coordinated and facilitated calendar to arrange corporate bookings, entertainment and planning.
· Complete knowledge of the menu, procedure of cooking and wine list and able to suggest to the guest if required.  Ensured that the stocks in the department are adequate and tightly controlled.

· Promoted a helpful and professional image to all customers with full co-operation when requiring assistance, ensuring a prompt, caring and helpful attitude.



	Secretary

Turkish Associates
	Dec 1996-Aug 1998

	· Composed letter or memoranda in response to incoming mails or calls.
· Compiled information about new accounts, enter account information into computers and filing related forms or other documents. 

· Attended customer complaints and requests in a professional manner.



	PC SKILLS

	

	Multimedia, MS Office (Word, Excel, PowerPoint), Internet and E-mail application
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