Darya Bielecka
E-mail:
darya.bielecka@rambler.ru

Skype:
darya.bielecka

DOB: 
11.01.1973
Home city:
Yekaterinbourge, Nizhny Tagil (Russia)
Residence:
Moscow (Russia), metro Polezhaevskaya
education

1992 — 1996 — Lomonosov Moscow State University, Institute of Afro-Asian Studies, B.A. in Linguistics
TRAINING

1995 — Business graphics — McKinsey & Co.
1998 — Touch-typing — Kelly Services
2000 — Presentational graphics — ARCADIS Consult
2004 — Event management — PwC
2007 — Russian Accounting Standards — KONTO
2009 — Project Management — Business Training Russia
2010 — Music Management&PR — KUSHNIR PRODUCTION

2011 — Being an individual entrepreneur in Russia — Nizhny Tagil Center supporting SME

2011 — Marketing, production planning & organizational structure for SME — Nizhny Tagil Center supporting SME

2011 — Financial planning for SME — Nizhny Tagil Center supporting SME

2014 — Internet Marketing — Russian Marketing Academy
2014 — Celebrity Marketing — Stars&Brands

2015 — LearnEnglish Kids, British Council

2015 — Teacher Training, British Council

2015 — Performance Marketing, School for New Media
experience
04.2008 – currently (Moscow, Russia)
Paid jobs:

(1) English Instructor in cooperation with Profi.ru and British Staff. Teaching English at levels A1, A2, B1, B2. Preparations to IELTS, BULATS, RNE. Teaching business English, English for travel. Age of students from 9 to 56.
(2) English Translator (work in public, consecutive, whispering, linear, dubbing) in cooperation with Rusmet (international metallurgical conferences), Expocenter (international industrial exhibitions), MMKF (Moscow International Film Festival) (arts)

 (3) International Journalist with The Moscow Times
Charitable job:
(4) Editor with musecube.org
10.2006 – 04.2008, Brunswick Rail Leasing (Moscow, Russia)
Personal Assistant to CEO
(1) Acting Administrative Director:

· Organizing corporate events, conferences and exhibitions;

· Visa, work permits, passport regulations for Russians and expats;

· Liaison with Migration Services;

· Staff record management;

· Regulating financial affairs with the corporate travel agency;

· Organizing tenders across suppliers;

· Drafting contracts with the suppliers;

· Control over suppliers’ performance;

· Entertainment arrangements for the employees;

· Creating manual on document flow;

· Recruiting;

· Supervising receptionists, couriers, drivers;

· Training for receptionists;

· Co–ordination of the work–flows within the admin department and ensure their smooth run. 

(2) Personal Assistant:

· Effective communication on behalf of CEO with his business partners (investment banking, legal top-level executives);

· Implementing the best business practices in replying the queries addressed to CEO office;

· Being an effective communication link for all the employees and departments of the office;

· Scheduling meetings and conference calls for CEO, COO, CFO;

· Budget planning for CEO;

· Tax and per diem calculations for CEO, COO, CFO;

· Expense&Accounting Reports according to Russian and off–shore accounting standards;

· CEO car fleet management (5 luxury cars);
· Individual loan apply and contract review for CEO;

· Financial, personal and family enquiries for CEO;

· Review of the company’s documents for further signing by CEO;

· Sealing of the company’s documents;

· Creating professional PP presentations;

· Business press monitor and analysis for CEO;

· Data Search.

03.2006 - 07.2006, ZAO Commercial Transportation Systems (ICT Holding, Moscow, Russia)

Personal Assistant to CEO
THE MOSCOW OFFICE OF THE COMPANY WAS LIQUIDATED ON JULY 31, 2006.

· Handling incoming client calls;

· Welcoming guests and clients;

· Monitor of execution of CEO's instructions and guidelines both in Moscow and St.-Petersburg offices;

· Coordination of work flows between Moscow and St.-Petersburg offices;

· Coordination with other departments of the company;

· Organized Business trips in Russia, CIS countries and world-wide;

· Obtained visas, also in shortage of time;

· Personal requests, including family matters;

· Making presentations and forms using MS software;

· Preparing financial reports;

· Liaison with government bodies;

· Supervising personal driver of CEO;

· Supervising receptionists. 

07.1998 - 10.2005, Kelly Services CIS. Inc. (Moscow, Russia)
TEMPORARY PERSONAL ASSISTANT ON BEHALF OF KELLY SERVICES TO:

Credit Suisse First Boston; PricewaterhouceCoopers; JP Morgan Chase; Macleod Dixon. 

10.1995 - 06.1998, McKinsey&Co. (Moscow, Russia)
Visual Aid Specialist

· Production of text documents and graphic materials for client presentations;

· Visualizing concepts for creation of charts;

· Advising consultants on exhibit layout;

· Handling “Help Desk” questions. 

languages
Russian native, English fluent
software and skills
IBM PC, Apple Macintosh®:

Microsoft® Word for Windows®, WordPerfect, HWPDIC, DeltaView; Microsoft® Excel for Windows®; Microsoft® PowerPoint for Windows®, Solo for Windows®; Microsoft® InfoPath for Windows®, Microsoft® Project for Windows®; Microsoft® Office Visio® Professional; 1.C; Intervowen Desk Site 8.0, DocsVision 3.5 SR2, ERP Designer; TNT ExpressShipper 1.004.000; Navision Axapta, TsTimer, Carper Diem, Concur; Garant, Consultant+; Microsoft® Outlook®, Lotus Notes, Memo® for Windows®, GroupWise®; FineReader, Adobe AcrobatReader; Microsoft® Internet Explorer for Windows®, Netscape Navigator; CorelDRAW™, QuarkXPress, Adobe® Photoshop®.

Latin / Cyrillic touch–typing 200 / 200 cpm.

