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Personal Details

· Lilia 
· Lilia.1686@2freemail.com 
Career Objective
To secure an Executive cum Administrator position in a high growth company with considerable advancement opportunities. Ideally, in a business where my existing skills in the areas of administration can be utilised by a progressive and innovative company.

Professional Experience
May , 2007 – Present

Group            : Salam Studio & Stores-Fashion Department - UAE
Designation    : Buying Administrator cum Executive Assistant

Joining Salam Studio & Stores I took the responsibility for providing first line support to the Executive Office, ensuring that the Management Team is able to operate as effectively as possible. Applying discretion, confidentiality and pro-activity to all tasks.
· Diary management and appointment scheduling for the Regional Buying Manager;
· Arranging required travel & hotel accommodation for business trips;
· Taking on an Office Manager capacity when the Senior Staff are away on business;
· Inbox management via Microsoft Outlook;
· Prepare and process purchase orders;
· Prepare reports, financial data & perform administrative tasks;
· Taking remedial action on discrepancies observed while comparing actual Invoices and approved purchase orders;
· Doing data entry and costing of the received goods;
· Routinely solving problems and questions that normally arise through the course of the job;
· Maintain accurate, up to date comprehensive and confidential files and records;

May , 2002 – June, 2006
 
Group            : Micusa Stil & L’Oreal Professionnel - Moldova
Designation    : Sales Manager cum Executive Assistant
Joining L’Oreal Professionnel, the only distributor in the region, I was appointed to ensure that a smooth and efficient service is provided to all our customers along with achieving quantitative and qualitative targets. 
· Contribute to the company sales strategy development;

· Analyze sales data to determine customer trends and requirements;

· Contribute to pricing strategy and promotional offers elaboration;
· Preparing of  Sales reports weekly & monthly.
· Ensure follow-up action of documents requiring actions;
Education
1998-2003


State University of Moldova




Diploma:  Humanities, Foreign Languages
Skills/Abillities 
· Multi lingual: Russian, Romanian, English & Arabic;

· Computer literacy: Microsoft Office, Excel, Outlook & ERP Software (Oracle);
· Efficient , good natured and able to use own initiative or work as part of a team;
· Good problem solving and analytical skills.
I wish my qualifications would interest you and I would appreciate the opportunity of meeting you in person.
