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	Tatyana 
   Contact Information:                                               Personal information:

   Date of birth         : August 15, 1982

   Nationality           : Russian

   Email :  tatyana.370364@2freemail.com                  Marital status      : Single     
   Personal car: Yes                                                      Driving License    : UAE Driving License              
                Sales , Marketing and Office Management


Highly talented, energetic and self-motivated professional. Seeking a challenging operations position in a organization that welcomes initiative and dedication and demands excellence in consistently meeting business objectives and exceeding standards. Skilled in dealing with customers & staff of varied nationalities since I have lived in UAE for the past 7 years , this has enabled me & given me the talent to deal with people in a multicultural environment. Adapt easily to fast-faced high-stress situations requiring attention to detail and follow-through. Excellent communication and Noted for positive rapport with co-workers & clients. I am confident that with the experience, qualification & skills I possess, I will successfully excel in performance & duties delegated to me in any organization.
CAREER PROGRESSION:
2015-2017
Temiroil Lubricants DMCC

Administrator General, Sales
                                         1. Coordination business relationship between Mag Lube factory UAE and Kazakhstani oil                        
                                   Company (negotiations, order products, invoicing, documentation)

 2. Official DMCC documents on-line renewal 

 3. Cooperation with shipping companies in UAE 
 2010- 2015                     Aquaholic Yachts & Boat rental 
                                         Sales Manager & Marketing, Company Management
1. Managing overall Sales operation 
2.Company Accounting
3.Official Government documents renewal 
4.Developing a solid customer base 

5. Dealing with Business partners & Contractors (Hotels , Travel Agencies ….etc )

6. Handling Company Marketing Campaigns and Activities
7. Trips & Events organization

	2009 – 2010   
	LLC “GSM Kazakhstan  Kazakhtelecom”            

Assistant of Strategic Planning Department    

	
	1. Making office-work, creation and registration of all necessary internal forms of documents of the company.

2. Work with financial program SAP, creation PR and PO in SAP, update in the system  of      all contracts of   department through Contract Management System. 

3. Monitoring Action Plan of all departments which were taking part in marketing researches. 

4. Work with contracts, cooperation with legal and financial departments with discussion of conditions of the contract, also direct cooperation with suppliers.

	2008 -2009 
	LLC «Asem-Ai Saryagash»     Mineral water factory in Kazakhstan                                       

Secretary of General Director

	
	1. Making office-work.
2. Registration of all correspondences and direction it to the structural departments.

3. Keep under  control of all executions of orders on the company, and reporting about to

 General director.
4. Checking of incoming and outgoing correspondences, systematization and storage in 

 Documents data base.

5. Work with mini-ATS..

6. Create protocols of meetings.

7. Responsibility of QMS (Quality Management System) in the company.

	2007- 2008 
	Construction Company «StroyProektTeh Service» 

Secretary of General Director 

	
	1. Booking of tickets and hotels.

2. Providing office with all necessary stuff.

3. Arrangement of Director’s business time
4. Assistance in searching of personal staff for the director.

5. Controlling of corporate tariff accounts for staff with mobile and fuel companies.

	2003 - 2006 
	Fitness Club «Atlant»      

Administrator

Execute whole administrative activity according with Fitness club services, including personal managing.
  

	2001 - 2003 
	Sport Entertaining Complex  «Dolphin»

Administrator


	
	Execute whole administrative activity according with Fitness club services, including personal managing.



	Skills :
	MS EXCEL, WORD, Microsoft Outlook, E-Mail, INTERNET, SAP

	
	


Education:

	2006- 2010 year
	         Private University «Kainar» Kazakhstan, Almaty

         Faculty: Economy  “Finance and credit”


Excellent References provided upon Request.
