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OBJECTIVE

To achieve an Administrative Assistant / Executive Assistant position within a foreign company / charity foundation. To support the management of the Company / Foundation in implementing the business objectives by providing the most effective assistance as the company / foundation grows.

QUALIFICATIONS AND CAPABILITIES

*
Confident of abilities to understand the product(s), the market (s) and the skills of the company.

*
Patient, persistent, and diplomatic can interact successfully with superiors, colleagues, and customers.

*
Flexible. Good communications skills.

*
Willing to take risks, respond positively to challenges and capable to turn rejection into motivation.

*
High degree of character integrity, absolute confidentiality and honesty.

*
Ability to work without inspection, using initiative, self-motivation, and self-discipline. Take decisions.

*
Problem solving skills.

*
Ability to work under pressure.

*
Open to challenges. Willing to learn as much as possible. 

*
Maturity / sound judgement / decision-making.

*
Ability in public relations and strong social skills.

*
Succession planning.

*
Willing to travel. Willing to relocate.

WORK EXPERIENCE

S.C. HOLCIM Alcim S.A.

April 17th, 2001 - present
Sept. 1st, 2001 – present 


Office Manager / Administration Assistant to the Project Manager

“Advance Romania SAP / KIWI Project” – based in Cluj Napoca
*
Responsible for office administration.

*
Key liaison between Headquarters based in Merone Italy and Cluj Office.

*
Responsible for primary book keeping record.

*
Responsible for all Protocol Functions of the company.

*
Developed and maintained first-class relations with customers, clients, authorities, media etc. 

*
Responsible for visa obtaining procedures.

*
Responsible for business travel arrangements.

*
Responsible for the monthly/ annually meetings presentations.

*
Arranged appointments for executive and update diaries.

*
Took minutes in management meetings and issued them accordingly.

*
As the Company grew, trained other secretaries / clerks to carry out secretarial / administration functions.

April 17th, 2001 – Aug. 31st, 2001 

Chief of Administration Department – based in Alesd, Bihor.

*
Responsible for all Protocol Functions of the company.

*
Developed and maintained first-class relations with customers, clients, authorities, media etc. 

*
Responsible for visa obtaining procedures.

*
As the Company grew, trained other secretaries / clerks to carry out secretarial / administration functions.

*
Responsible for the monthly/ annually meetings presentations.

*
Translated company communications, policies, and legal matters. Responsible for the update of all legal matters of the company.

*
Arranged appointments for executive and update diaries.

*
Took minutes in management meetings and issued them accordingly.
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*
Set up and maintained appropriate systems e.g. filling, PC and other IT, for the smooth operation of the work of the management team.

*
Carried out secretarial work for the quality initiative (typing and editing of all departments’ policies, procedures, manuals etc.). 

Coca-Cola Bottlers Bihor SA

March 23rd, 1993 – April 17th, 2001

January 5th, 1995 – April 17th, 2001

Executive Assistant to the General Manager

*
Organised local and national sales & marketing conferences.

-
1995 National Sales & Marketing Conference – 600 attendants

-
1997 Sales & Marketing conference – Coca-Cola Bottlers Bihor – 250 attendants

-
1997 Sales & Marketing conference – Coca-Cola Bottlers Iasi – 250 attendants

-
1997 Sales & Marketing conference – Coca-Cola Bottlers Chisinau – 100 attendants

-
1998 Sales & Marketing conference – Coca-Cola Bottlers Bihor – 200 attendants

-
2000 Sales & Marketing conference – Coca-Cola Bottlers Bihor – 600 attendants

*
Organised receptions, training, seminars (1995-2000)

*
Official translator / interpreter at the Official Opening of Coca-Cola Bottlers Timis (August 1995)

*
Followed up legal / business matters as required.

*
Kept information / profiles / records on major customers, suppliers, distributors, and competitors.

*
Ensured that appropriate public relations are being practised with business acquaintances.

*
Responsible for all Protocol Functions of the company.

*
Developed and maintained first-class relations with customers, clients, authorities, media etc. 

*
As the Company grew, trained other secretaries / clerks / trainee managers to carry out some of the above functions.

*
Responsible for the monthly/ annually meetings presentations.

*
Responsible in reviewing the Key Business Indicators of each Function Head and helping them set out the “Action Plans”.

*
Created and implemented Sales & Marketing local and, later national surveys (1997 – 1998). (e.g. Merchandising Culture, Pricing Survey, Key Stone Survey).

*
Co-ordinator of the Consumer / Distributor Response Program (August 1999 – April 2001).

*
June 1996 – October 1996 held the position of Cluj depot supervisor, being responsible for:

-
Developing and implementing the policies and procedures at operational level, related to stock levels, transport losses, quality and environment.

-
Implementing proper warehouse operations and inventory control systems.

-
Managing the primary distribution of Finished Goods (based on stock levels, production forecast, sales requirements and haulage fleet availability).

March 23rd, 1993 – January 5th, 1995
Executive Assistant to the Finance Manager

*
Translated company communications, policies, legal matters. Responsible for the update of all legal matters of the company.

*
Arranged appointments for executive and update diaries.

*
Took minutes in management meetings and issued them accordingly.

*
Set up and maintained appropriate systems e.g. filling, PC and other IT, for the smooth operation of the work of the management team.

*
Carried out secretarial work for the quality initiative (typing and editing of all departments’ policies, procedures, manuals etc.).
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PART TIME JOBS
 1997 – present

*
Translator / interpreter of an Attorney at Law Office (1996 – present).

*
Translator / interpreter of 6 multinational companies (i.e. “ARA-shoes” Germany, “Centrum Transport” Holland, *
“Swift” Austria, “Legero” Austria, “Lloyd Germany”, Coca-Cola Bihor)

*
Teach English language – all levels, different domains (i.e. business, legal, technical, etc.) since 1996.

*
Translator of “Habitat for Humanity Romania” (November 2000 – July 2001).

*
Translator of legal documents of an American-Hungarian-Romanian company “Hard Line” based in Oradea, Romania.

*
Delivered Secretarial Courses to different companies (1997 – present)

*
Organised sales & marketing conferences for different companies.

*
Volunteered at different Charity Foundations (“White Cross Romania”, “Caminul Felix”, “Habitat for Community”)

EDUCATION

*
Mathematics – Physics High School, Oradea, 1989.

*
Open University, CODECS, Module –Competitive Management – 1997.

*
Open University, CODECS, Module – Marketing 1999.

COURSES

*
Interviewing Skills




Internal

*
Coaching





Internal

*
Front Line Management




Internal

*
Marketing Strategies for beginners


Internal

*
Team Building





Internal

*
Dimensions of Professional Selling


“Carew International”, 1995

*
Personal Assistants / Office Managers training

Northern Ireland, 1995

*
Certified Executive Assistant / Office Managers course
1992 (6 months)

COMPUTER SKILLS

*
Software:
Advanced level - Microsoft (Word, Excel, PowerPoint, and Access),

Advanced level - Norton Commander, Lotus Notes (Intranet)/

FOREIGN LANGUAGES

*
Romanian
Fluent – written and spoken

*
English:

Fluent – written and spoken

*
French:

Advanced – written and spoken

*
Spanish:
Advanced – written and spoken

*
Basics of:
Italian and Hungarian – written and spoken

CIVIL STATUS:
Single
OTHERS:

Clear Driving License since 1994

INTERESTS:
Work as volunteer in orphanages, volunteer in various community programmes, foreign languages, various readings (especially business and juridical), driving, trips in the mountains, meeting with friends, listening music. 

References upon request (both written and spoken).

