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PROFILE

Seeking a new and challenging career that is consistent with my personal objectives which are to make use of my knowledge, experience, personality and training while bringing commitment and energy to my new company
CAPABILITIES PROFILE

· Excellent oral and written communication skills; 

· Strong interpersonal skills that create a positive team atmosphere and productive work environment;

· Adept at organizing projects and procedures 
· Logical, analytical and objectively critical in problem solving using tact and discretion;

· Ability in collecting, analyzing and evaluating data and preparing reports using various computerized programs;

· Committed, reliable, loyal, resourceful and results-oriented
SELECTED ACHIEVEMENTS
Managed the complete process from receiving international orders, placing orders with companies  and enterprises in Ukraine and Russia, and arranging   shipping of orders to international destinations
Drafted business correspondence between different vendors, suppliers and our company, as well as translated these documents from Russian into English or English into Russian – these included correspondence, shipping orders, waive bills and other technical or legal documents
Managed all office administration functions including: orientation of new staff, reception duties and coordination of suppliers and vendors
Taught English courses at three different levels of school during the same school year, ranging from kindergarten to elementary to high school students
EXPERIENCE

Office Manager

2003 - 2009
Rad Mard Azim Iron & Steel Ltd.,Ukraine
  Provided office administration services
 Fulfilled front line interaction with customers, suppliers and shippers
 Assisted in business transactions relating to orders, processing and shipping
 Drafted and translated documents – English into Russian and Russian into English
Office Manager

2002 - 2003
Technometal Inc., Ukraine
 Responsible for drafting correspondence for managers including translation: Russian into English or English into Russian

 Provided office administration services
 Managed reception duties
Teacher


1999 - 2002
District High School #55, Ukraine
 Taught English courses in different levels, ranging from kindergarten to elementary, and to high school  
 Prepared daily lesson plans and activities
 Corrected and evaluated assignments and tests
 Participated and supervised extra school activities
EDUCATION
Master’s in Linguistics (English, German languages) and Education (Teaching English)
Zaporozhye State University, Ukraine 
1994 - 1999 
Master’s in Economics
Zaporozhye University of Economics and Information Technology, Ukraine
2001 - 2004
1985-1986
PERSONAL

· Proficient in using MS Word, PowerPoint, Excel, Access and Outlook
· Proficient in reading, writing and speaking in English, Russian, Ukrainian
