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Tatiana Touraeva
	Personal Information
	· Marital status: married

· Nationality: Russian

· Age: 29

	Education
	1999 - 2004  Nizhniy Novgorod Linguistic University,
 Russia
high education – philology
2005-2006    High School  of Economics,                 Russia

Additional education – marketing specialist

	Languages
	English – advanced, Italian - basic

	Work experience
	08/2007 – 00/0000 “Mobile Telesystems” Macro-Region “Povolzye-North-West”
General Director Personal Assistant
· Confidential documentation flow organization.

· Providing full administrative support
· processing telephone calls, incoming and outgoing correspondence, generating internal correspondence
· Organization of the regional directors meetings and conferences

· preparing business inquiries; 
· business assignments generating and controlling the execution
· coordination of the regional assistants work flow
· cumulative reports preparation
03/2007 – 08/2007 Schott-Glaverbel Rus
General Manager Personal Assistant

· Document flow organization
· Manager’s telephone calls and correspondence processing 

· Providing full administrative support to the manager, 

· Director schedule management
· preparing business inquiries; 
· business assignments generating and controlling the execution
· Purchasing of office supplies (thought SAP Progress System), negotiations with the suppliers and vendors concerning agreement terms.
· Foreign partners visits organization and coordination
11/2005 – 12/2006  ZAO Intel A/O Nizhniy Novgorod

Session Deployment Specialist, Intel University
· training sessions management (build and close, credits to the students assignment)

· Session build management -  instructor solicitation,  lodging arrangement,  time and date coordination, session release, advertisement
· Materials ordering using  special vendor system
· coordinating logistics for requested trainings
· execution of research and data analysis tasks in preparation of reports/recommendations
· communications preparation and release
· Training calendars and roadmaps driving and update

· Educating foreign colleagues on the BKMs used in Russia region, presentations preparation and delivering
·  E-SAP: shopping baskets raising and tracking per  training requirements

· participation in training related projects (Intel Leadership Forum, English class Program): managing participants stream,  venue and equipment organization, related materials preparation and release
02/2004 – 11/2005 Outsourcing agency  RESPECT for ZAO Intel A/O Nizhniy Novgorod
Administrator (office manager)
· information support, call-center;

· hotel reservation;

· train/air tickets reservation;

· conference room booking and supervising;

· restaurant reservations and excursions organization
· Record-keeping
· transfer information to and from forms and computer files, maintain files,  answer phones and provide information or refer callers to appropriate individual
· making travel arrangements, schedule and coordinate logistics for requested meetings
· Making the layouts of the building on request

· Tracking the office moves

· Checking arrangements for the new employees workplace and information set preparation

· Ordering and tracking of operational deliveries of goods and services from the suppliers (stationery, water, tea, coffee, sugar etc.)

· Operating the entrance control (including temporary tags, the employees’ departure, supplying authorizations, issuing tags).

· Handling mail

· Documenting and passing information.

· Operating the document center

· Information desk

· Office logistic questions and documentation coordination (freights)



	Personal Characteristics
	· Large experience of communication and negotiation with foreign customers and stakeholders
· Creativity;
· sociability;
· eagerness to work and learn;
· ability to solve difficult organization problems;

· stress-resistant;

· Good computer managing skills (Word, Excel, Power Point, Outlook, Visio).
· Ability to work effectively with various levels of the organization from front line employees to general managers 

· Forming effective team relationships with partners and customers

· Good judgment in prioritizing and completing tasks and the ability to analyze data to effectively support problem solving

· Strong customer service orientation 

· Excellent written and interpersonal skills

· Ability to work well under rapidly changing priorities and deadlines with frequent interruptions


	Volunteer experience
	August  - September 2003 – Austrian-Russian  program “Tandem” (as tutor assistant)

·  documents preparation

· People organization and guide experience

· Meeting coordination

· Documents editing

	Interests and activities
	Dancing, capoeira, fitness, traveling,  Russian and foreign literature, exploring of the new prospective


