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To interview this candidate call 971505797566

Or email us back filled up Vacancy Form

         http://www.gulfjobseeker.com/Free_Job_Posting_Form.doc
Objective:
· Seeking an entry-level position in the organization where my educational studies and communication skills will be used and developed. 
· Being an active part in a perfect working team, gaining experience, improving my skills and having the opportunity of more practices to be in a good career. 
Work experience:
2011 – present time
Dubai UAE
Supreme Group
Transport Division
Claims Department
Officer
Duties and responsibilities:
· Review and consider all documentation and file information; follow up and ensure that all involved departments (Quality Assurance, transport specialists, legal, finance, customer services) comply with SOPs and Guidelines; 
· Handle all operational issues and/or problems; liaise directly with managers/representatives of the related departments - all in effort to improve the process; 
· Building and maintaining effective working relationships with other business areas and functions in order to maximise the effective operation of the team/department/unit; 
· Assist the Manager during negotiations with transporters/representatives by giving operational support by analysing and explaining/clarifying problem areas; 
· Identify, group and report on all re-occurring operational problems in order to find solutions and make applicable recommendations to eradicate the identified risks. Provide status reports on all problematic areas on a regular basis. 
	2006 – 2011
	Dubai UAE

	
	Al Shaya LLC,

	
	Boots Pharmacy,

	
	Assistant

	
	Store Manager


Duties and responsibilities:
· Turning customer service into sales; promoting products with proper customer service 
· Acting and exceeding customer requirements 
· Responsible for maintaining housekeeping; handling till point 
· Motivating staff and boosting turnover by creating displays. 
	2002-2005
	Kyrgyz Polytechnic

	
	University,

	
	"Economical


Journalism and Advertising" department, Teacher of English
Duties and responsibilities:
· Preparing and conducting lessons of English 
· Preparing and taking part in meetings, scientific conferences, and interactive games. 
· Responsible for computer class and typing all correspondence 
2003-2004
International
organization
"Fund of Aral Sea
Saving",
Secretary assistant
Duties and responsibilities:
· Handling of all incoming and outgoing phone calls 
· Ensuring all documents: business correspondence, banking transactions. 
· Responsible for purchasing and controlling office supplies 
· Translation/interpretation correspondence 
· Assisting in conducting the projects 
	2000-2004
	Kyrgyz National

	
	TV/Radio Corporation,


News Department,
Correspondent of English news.
Duties and responsibilities:
· Preparing and selecting the documents, related to the current events. 
· Translating and conducting the news on radio station. 
Educational Background:
	1995-1997
	English courses

	1997-2002
	Kyrgyz State University

	
	International Relations Department

	
	Diploma "Policy of External Affairs"

	2005-2006
	Accountant courses


Profile:
· Excellent communication and interpersonal skills 
· Efficient and capable of working on own initiative in carrying out tasks 
· Ability to work effectively within a team environment 
· Ability to work under pressure and solve various problems 
· Ability to multitask 
· Commercial awareness 
· Hardworking, honest and loyal 
Skills:
Language skills: English, Kyrgyz, Russian, Spanish
Computer skills: Microsoft Windows, Excel, Power Point, Internet
