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	     Career Objective:
	Seeking a high-level support role in esteemed organization to provide professional Executive Assistant services and assist in managing professional affairs, while offering extensive experience in areas of Office Administration, Customer relations and Sales & Marketing. 


Professional Experience:
	August 2014- 

Feb 2016
	Executive Secretary to Economics Director
LUKOIL International, Dubai, United Arab Emirates  

· Coordinate office management activities to aid executives
· Screen incoming correspondence and ensure delivery to intended recipient
· Manage and maintain executives' schedules
· Compose letters and other correspondence, produce reports 
· Create and maintain a liaison between executives
· Prepare meeting agendas and collect related material
· Review and proofread documents for executives’ signatures
· Organize and maintain filing system for inter-departmental use 


	Nov 2011-

August 2014

	 Floor Manager (for Lukoil Overseas Baltic Ltd., PETRONAS,  Ciena Ltd., Camelot MC) 
 R-Serviced Offices, Dubai, United Arab Emirates
· Perform day-to-day administrative duties.
· Receive, direct and relay all telephone messages and fax messages
· Maintain the general filing system and file all correspondence
· Manage the day to day activities of Office Assistants  
· Maintain an adequate inventory of office supplies
· Prepare various reports to ensure smooth day-to-day operations of the office
· Coordinate the repair and maintenance of office equipment  
·  

	June 2010 – Nov  2011
	 Personal Assistant to Sales and Marketing Director 
Swiss Perfumes FZE ,Sharjah, United Arab Emirates
· Assist in attaining targets and operate with management and clients to determine business requirements. 

· Establish long-term customer relationships including facilitating all pre-sale and post-sale customer communications, support and services. 

· Prepare sales analysis, agreements, sales reports, and presentations. 

· Prepare Sales Quotations and Pro-forma Invoices using Focus Software.

· Maintain the stock and orders summary; manage the Show Room display and stock of samples;



	Feb  2008 - March 2010
	Front Office Administrator
IFA Group ,Dubai, United Arab Emirates
· Serve as an office information manager, arrange and schedule meetings or appointments, organize and preserve files, distribute information through the use of telephones, mail, and e-mail;

· Handle phone calls and organize conference calls;

· Work on PC to develop spreadsheets; write correspondence; 

· Produce presentations, reports, and documents.
· Perform frequent checks on the supply cabinet.  


	
	

	Aug 2007 – Feb 2008
	      Real Estate Broker
Conqueror Real Estate ,Dubai, United Arab Emirates
 

· Responsible for sales and rentals (freehold residential properties); 

· Participate in property exhibitions and events; 

· Provide strategic advice and to have a detailed understanding of current real estate market; 

· Draft and implement contract documentation required for sale, purchase and transfer; 

· Close sales and provide clients with the post-sale service, such as follow-up with the payments, project updates.



Education:

	2009- 2014:
	Saint- Petersburg State University of Economics, Dubai Campus, United Arab Emirates.

· Bachelor degree in Organizational Management



	2000- 2002:
	Tashkent State Institute of Oriental Studies, Uzbekistan

· Certificate in Translation Studies (English Language)


