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An Executive Assistant/Office Coordinator, a Customer Care Sector, Reception or an Administrative Department
Date of Birth          
             August, 29 1983

Residential address    
    Dubai, UAE
Citizenship           

    Russian Federation

Marital status      

    Single
Languages known                

Fluent in English and Russian

Intermediate to speak, read and write in Japanese, Italian and Turkish
7th of August, 2014 I have started taking an Arabic Language course in ETON Institute of Dubai

Education 

2000- 2004 International University of Business and New Technologies

(IUBNT) Yaroslavl Branch, Linguistics Faculty (English and German languages)

Bachelor Degree Course

Additional Education
1st Aid and Emergency Cases Certificate

September, 2012-“A Leader and a Group Course”, Psychology Center “Bereg”,


Moscow, Russia

May 2011- June 2011-“A Child’s Drawing. Art therapy for preschool age children Course”, Psychology Center “Bereg”, Moscow, Russia
1996- 2000 Art School of Yaroslavl

Professional experiences
July, 1st 2013 till now                      : 

Position                                           : Guest Service Executive
(June, 8th 2014– August 20th 2014 was requested to be transferred in CUT by Wolfgang Puck Restaurant for a training and the staff support in customer service and administration)
Reference:
Food and Beverage Department Manager

Kenzeo Mpoyi

Cell Phone: +971558095976

Email: kmpoyi@theaddress.com
May, 1st 2012- June, 1st 2013           : Charity Fund “Bereg”, Moscow, Russia

Oct, 25th 2012- June, 1st 2013

Position                                           : Personal Assistant to General Manager
May, 1st 2012- Oct, 25th 2012
Position                                           : Administrative Assistant
Reference:   
Charity Fund “Bereg” Director 
Maria Pchelina

Cell phone: +79099977092
E-mail: phelinamaria@gmail.com 

Sept, 1st 2011- Apr, 3rd 2012            :  Aeroflot-Russian Airlines, Moscow, Russia

Position                                            :  Priority Department Flight attendant
Reference:    

Aeroflot-Russian Airlines HR Director 

Alexandr Reshetov                                                

Telephone: +7 499 500 68 67

October, 25th 2009-July, 18th 2010    :  Flex Travel Inc. Tourism and Travel 
                                                            Agency, Istanbul, Turkey
 Position                                             : Personal Assistant to General Manager
Reference:

Flex Travel Inc. President
Suphi Kulaksizoglu
Cell phone: +90 532 6120317
E-mail: suphi@flextravel.com.tr
December 2010- June 2011                 : “Elite” Model Agency, Milan, Italy
November 2008- July 2010                  : “Fashion Ajans” Agency, Istanbul, Turkey

March 2007- April 2008                       : “Voice Model” Agency, Tokyo, Japan

October 2000- June 2007                    : “Point” Model Agency, Moscow, Russia

Position                                             :  Model
Please let me know if you are interested in receiving my model agencies work reviews. I would be pleased to provide you model management contacts.
Nov. 2003- Sept. 2004               : Advertising Agency “Lux Media” Yaroslavl, Russia

Position                                    : Advertising Manager
Reference:    
Advertising Agency “Lux Media” General Manager
Anna Kovalyova

Telephone: +7 4852 77 01 69
Exclusiveness
 I have solid administrative and communication skills and posses in-depth knowledge of Microsoft Office Programs Suite.

 I work with Office machines and equipment such as a telephone, a fax machine, a calculator, a Personal Computer, a copying machine, a printer, a multifunctional machine, a shredder.

 Good experience of work as Personal Assistant to General Manager in Istanbul, Turkey and Moscow, Russia, translation documents, emails, personal meetings of General Manager and partners from English to Russian and from Russian to English. A publicity build-up organization. General Manager business trips arrangement, bookings, reservations. Handling General Manager assignments.

 I have an experience in Advertising Management.

 I have gained a lot of skills and experience working for one of the Top World Airline Aeroflot Russian Airlines as a Priority Department Flight  
 I had been trained in First Aid and Emergency Cases. Attentive to small details, trained to take right decisions in emergency situations, responsible, flexible, stress resistant, reliable in resolving conflicting situations.

I have a meaningful experience in Guest Service Sector working as a Guest Service Agent in Middle East Hospitality.

 I devoted 4 years to the study Art. Deep in knowledge of modern Art history, history of Proto-Renaissance and Renaissance periods, iconography of Asia and Europe and the history, culture and etiquette of Europe and Asia.

 I give private Russian and English lessons. I also, teach the initial level of Japanese and Turkish.

 I have a rich experience of living in countries of different traditions and cultures such as Japan, Tokyo for more than a year, 2 years in Turkey, Istanbul, 6 months in Italy, Milan. I have strong organizational skills. Open and pleasuring to observations and communication with people of different cultures and nationalities.
