Mamura Urunbayeva

Tansikbayeva Massive-3,Bld.1, ap.82
S.Rahimov District, Tashkent

Phone:(+99890) 929-67-51,
(+99899)813-79-89,
(+99893)509-83-59,
(+99871) 229-18-48. 

e-mail: mamura022880@gmail.com
EDUCATION

September 1994- June 1998           Tashkent Turkish Girls High School
September 1998- July 2003            University of  World Economy and Diplomacy

International Relation Faculty.
September 2003- July 2005            University of  World Economy and Diplomacy
                                                  International Relation Faculty- Master Course        
DEGREES                       Bachelor of Arts in political science,  Master of Arts in

                                                 political science
TRAININGS 

September 2011-October 2011       The State Property Committee of the Republic of  
                                                Uzbekistan
                                                The State Study-Advisory Establishment

                                                “The Republican Business School”    

                                                “Human resources Manager” course  

August 2011-November 2011        The Statistics Committee of the Republic of Uzbekistan 
                                                     “Office manager” course

August 2011-January 2012            The Statistics Committee of the Republic of Uzbekistan 

                                                     “Business management” course

WORK EXPERIENCE
February 2014-June2014                 Auto General Trading
                                                        Position: Director
· Control of documentation
· Fulfilling of several accounting tasks
· Control of employees and etc. 
May 2012- March 2013                                                                    United Nations Children’s Fund
                                                                         Uzbekistan Country Office
                                                                         Position: Operations Assistant
· To check payment vouchers against Financial Attachments
checklist (check for the certification of invoices by Assistants
and signatories of Officers, add other missing documents)

· To check Institutional and Individual Contracts (SSA) against SSA checklists

· To check Purchase Order, Bids, and other Supply related documents
against Supply checklist (check the whole package, add missing documents)

· To check all Travel related documents (trip reports, air tickets,
certification by Admin/HR Assistant)

· To check all financial transactions (paid stamp, signatories)

· VAT claims for reimbursement (to make an excel file for
VAT reimbursement, attach supporting docs, send files to tax inspection)

· Update an inventory list for assets

· Preparation of summary tables and filing of Audit documents
in separate folders (vouchers, contracts, TAs, supply docs, agreements,
programme documents, etc.)

· Arrange copying and scanning of all necessary documents for audit

· Develop excel data on Assurance Plan

· Check and label office equipment and inventory with IDs

· Maintain and put in order files related to Ops unit: Finance, Supply and Travel

· Searching office files and records relating to a variety of topics for information and references.

· Attending to inquiries regarding files, correspondence and references.
· Manage all documents concerning visa submission, extension and accreditation and negotiation with MFA of Uzbekistan
· Performing other duties, as required.
October 2010 – October 2011   World Vision International

                                               Position: Office manager 

· Coordination of office work
· Translation of letters and documents

· Arrangement of work schedule
July 2007- November 2009
Embassy of the United Arab Emirates 

                                                  in the Republic of Uzbekistan
                                                          Position: Assistant of Ambassador of United Arab Emirates 
·  Arranges appointments and maintains Consul’s work schedule
· Arranges meetings, both internal and external, some involving high-ranking officials, 
· and takes minutes and/or notes at meetings
· Preparing informal translations and may act as interpreter.
· Making correspondence, documents and reports, concerning the relations between the countries, with whom there are diplomatic relations some of which are highly confidential.  

· Receives, screens, logs and routes correspondence, attaches necessary background information and maintains follow-up system
· Drafts non-substantive correspondence and ensures follow-up. 

· Maintains policy, confidential and general files
· Clears correspondence for conformity with established procedures and accuracy of statements before being signed by Consul.  
· Selects and makes pertinent abstracts, and undertakes searches for information.  
· Makes travel arrangements for the head of mission and performs liaison duties with other units.  
September 2006- April 2007                    Embassy H.K. of Jordan in Tashkent

Position: Translator of uzbek language/teacher of Russian language. 
September 2006-September 2006       “Le Grande Plaza” Hotel in Tashkent
                                                  Position: Assistant of Human Resources Manager
· Interviewing of potential candidates for the announced vacancies 
· Recruiting of well qualified personnel 

· Regulation all documents concerning recruiting and resignation of personnel

· Conducting of contracts with employees 

· Supervision of employees’ law observance on labor code
· Familiarization of employees with resolutions, orders of company authorities and other tasks  required by head of the company
· Organization of meetings and trainings 
· Making the budget for the staff needs for the coming period
March 2006- August 2006
  Uzbek- Turkish JV “Sagbon-Textile”

                                               Position: Manager of Economic Planning

· Arrangement of work schedule for the coming period

· Receiving orders from abroad and national companies

· Division of duties according to specialization 

· Receiving data of work done in the braches

· Supervision of production quality and quantity

· Preparation of reports on output condition in the company 

· Monitoring  process of production and planning
September 2005- February 2006        Economic affairs section of Energy Supply Department of



                                    “Tashteploenergo”                                                           


 Position: Inspector of implementation and performance of tax obligations
                                                             
for the Civil Court

· Receiving information about tax obligations of energy consumers 

· Exposure of unpaid taxes by consumers

· Relegate materials related to consumers to the Department of economical
      affairs for the further inspection. 
January 2005- May 2005                     Ministry of Foreign Affairs of the Republic of Uzbekistan

                                                  Department of UN and international organizations 

                                                                Position:  Assistant of chief of UN section
· Collecting information on political, economic and security situation in

       world political arena in connection with UN’s activity

· Responsible for translation of materials related to this matter

· Translation of documents and letters

· Making researches on problem of reforming of UN
February 2003-July 2003               Ministry of Foreign Affairs of the Republic of Uzbekistan

                                               Asia and Africa Department

                                               Position: Senior Inspector’s Assistant 

· Registration of incoming and outgoing correspondence

· Receiving and distribution of incoming correspondence

· Translation of letters and documents

· Preparing of information about countries of region

· Analysis of political situation in countries of Asia and Africa
· Responsible for archiving of documents related to Near East countries

· Performing other tasks specially requested by chief of Department.

June 2001- August 2001                 Ministry of Foreign Affairs of the Republic of Uzbekistan

                                                Informational-Analytical Department

                                                Position: Third Secretary Assistant
· Archiving of documents and correspondence

· Analysis of information incoming for the Department

· Receiving and distribution of incoming correspondence

· Translation of documents and letters.
September 1999- May 2000           Tashkent Turkish Girls High School

                                               Position: Teacher of English Language
· Teaching of English Language in preparation classes

· Working out educational program for coming semester

· Discussion  and working out of cultural and social program for coming period

· Conciliation of financial aspects of social activity with Turkish and Uzbek sides

· Supervision of performing of duties related to cultural and social program given to students. 
LANGUAGES                      
· Uzbek

· Russian

· English

· Turkish
PERSONAL INFORMATION 
· Date of Birth:28/02/1980

· Place of Birth: Tashkent city

· Marital Status: Single

COMPUTER LITERACY            Microsoft Office (Word, Excel, Power Point)
