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                                CV

       Yana

      Nationality Ukraine
      Country & City of residence Abu Dhabi, UAE
      Date of birth  16.10.1991
      Contact number C/o 971506425478
      Visa status: Visit visa, ready to start immediately

      
	Education


	Education    Institution  name,

(other courses)
	Specialization

(degree)
	Month & Year of registration & graduation
	City/ Country

	Kyiv National University of Culture and Arts
	A manager of an international tourism and hotel business, a specialist
	01.09.2008
	30.06.2013
	Kyiv/Ukraine

	British Council
	English language courses
	2012
	2013
	Kyiv/Ukraine


	Work Experience


	Position
	Lobby bar hostess

	Company’s name
	MARRIOTT AL FORSAN 

	Period (M/Y) / City&Country
	01.2017
	01..2018
	ABU DHABI, UAE

	Responsibilities (describe)
	· Providing warm greeting to the  guests, 
· taking care of visitors during all the time they spend in lobby 
· ensure guests feel themselves satisfied and comfortable
·  any assistance for the clients, 
· dealing with special requests, complaints and feedbacks from clients,

· creating friendly atmosphere, opening and closing operating procedures in lobby.




	Position
	Receptionist/office manager

	Company’s name
	Touroperator “Romanov-tour”

	Period (M/Y) / City&Country
	05.2013
	12.2016
	Kyiv, Ukraine

	Responsibilities (describe)
	· receiving visitors at the front desk by greeting, welcoming, directing and announcing them appropriately

· anwering phone calls, arranging company events and meetings

· order office supplies
· dealing with correspondence, complaints and queries

· preparing letters and reports

· booking air tickets and hotels for the director
· perform other clerical receptionist duties such as filing, photocopying, transcribing and faxing.

	Position
	Consultant

	Company’s name
	“Gloria jeans” fashion chain

	Period (M/Y) / City&Country
	05.2011
	12.2012
	Kyiv, Ukraine

	Responsibilities (describe)
	· Engage customers in conversation and build relationships to drive sales

· Assist with sizing and fashion choices to ensure positive customer experience

· Focus on creating customer loyalty to achieve sales objectives


Computer knowledge: MS Office, Excel, Windows


	Fluent in languages
	English, Ukrainian, Russian

	Beginner
	German
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