Anna

Anna.337161@2freemail.com 
Objectives:

To find a suitable position as a legal assistant, manager-lawyer/manager/PA, business consultant, admin, executive assistant within an internationally renowned company that will provide me with an interesting and challenging career, where I am able to develop new skills, complementing and strengthening my current experience and abilities to ensure future company success.


Education:


	American university of Central Asia
	Aug.2007-June 2011

	Specialty- International and Business Law
	Bishkek, Kyrgyzstan

	Author’s academic school №6
	Sept.1997-June 2007

	
	Bishkek, Kyrgyzstan

	
	

	Professional Background
	

	
	

	“Pyramid E&C”, EPC, (Oil &Gas Solutions)
	May 2015- present time

	Business Development Executive
	

	Functions:
	

	Marketing research, provide regular feedback to senior management
	

	about marketplace and competitor activity,
	

	travel to customer sites and tradeshows to promote company’s
	

	products and services, assist marketing team in development of
	

	advertising and promotional programs, identify business
	

	development opportunities with existing and new clients.
	

	HR assistant
	

	Functions:
	

	Maintain personnel records and filing, arranging and coordinating
	

	travel, transportation and accommodation for employees, handling
	

	and managing reports (annual leave etc.), schedule department
	

	meetings, general office management for the office.
	

	«LEX Law Firm» LLC, Lawyer
	Oct.2013-October 2015

	Registration Department
	Bishkek, Kyrgyzstan

	Functions:
	

	Matters of registration of business entities, corporate issues.
	



Drafting and analysis of constitutive documents for commercial and non-profit organizations, their branches and representative offices. Legal support in registration, establishment and re-registration of legal entities, their branches and representative offices. Legal support in liquidation of legal entities, bankruptcy.

Opening of companies in low ratable tax zones, and their legal support.

«Gfox» LLC, Manager- lawyer, PA to CEO
Sept. 2011-February 2013

«Gfox» LLC is a private company specializing at GPS monitoring of
Bishkek, Kyrgyzstan

vehicles.

Functions:

Preparation and conclusion of contracts and other legal documents, accomplishment of director’s personal duties. Preparation of documents for participation in tenders.

Legal Clinic of the American University in Central Asia; Kyrgyzstan, Junior Lawyer

Functions:

Being a member of Law clinic I gained invaluable experience by providing legal advice and assistance to members of the community while working under the careful supervision of experienced lawyers. Our main objectives were to supply legal counsel to the low income population of the Republic by giving written and oral explanations about general questions of law, and help in filing claims and other legal documents and by preparing documents and other necessary materials for the registration of legal entities. We provided assistance in the following areas: civil law, labor law, family law, inheritance law, and corporate law. Services include advising, letter writing, legal document drafting, and client representation both in the court of law and in actions with government departments.



January 2010 – December

2010

(1 year)

City Court (Court of 2-nd instance), Trainee
2009 Bishkek, Kyrgyzstan

Law firm “Veritas”, Trainee
2010 Bishkek, Kyrgyzstan

Ministry of Justice, Trainee
2010 Bishkek, Kyrgyzstan

PROFESSIONAL SKILLS:


Language skills: Russian – native, English – perfect, French– read with vocabulary

Computer skills: MS Office (Word, Excel, Power Point), LexisNexis, Kyrgyz Legal Databases (Toktom)

Personal characteristics: promptness, responsibility, purposefulness, teamwork skills, strong study capability, ability to handle stress, ability to execute several assignments at the same time.

