	ARINA ZHUK
	Dudinka street 2-2-229, Moscow 
Cell: +7 (903) 213-03-93 

e-mail: alitea@gmail.com

Date of birth: January 8th 1982


	OBJECTIVE
	Manager / Coordinator 


	EXPERIENCE
	- Feature film “Nasha Russia» / “Our Russia”, distributed by «Central Partnership» / «Park Production»
Production Coordinator                        (07.10.2008 - 30.11.2008)

Coordination of the film unit activity; organization of shooting.

- Feature film «Pervaya lyubov» / “First love”, distributed by «Monumental Pictures» / «Action Art» 

Production Coordinator                        (01.03.2008 - 19.07.2008)

Formation of contracts control; funds receipt control; casting organization; coordination of the film crew activity; administrative work on set; office supplies. 
- “Park Production” (TV commercial production company)
Production Coordinator / Producer’s Assistant                              

                                                             (11/2004 – 05/2009)

Liaising with members of a production crew, administrative work on location and in studio, communication with the foreign partners, travel arrangements.
- “Babylon Travel Agency”
Travel Agent                                          (01/2001 – 05/2002)

Duties included travel arrangements (hotel bookings, visa obtaining), group guiding in bus tours.
Russian State Institute of Cinematography named after S. Gerasimov (VGIK)

Chair of Liberal Arts Assistant                 (09/1998 – 12/2000)

Office and clerical work, taking of minutes of the department sessions; printing of learner’s guides, reports, schedules. 


	EDUCATION 


	Russian State Institute of Cinematography named after S. Gerasimov (VGIK)                           (09/1999 – 05/2004)

· Department of Economics
     Specialization: Audio and Visual Production Management 



	COURSES
	· Dante Alighieri International Society, Moscow (Italian language)                                          (09/2000 - 05/2001)

-     Edgware Academy, London (English language)

                                                             (07/2002 – 08/2003)

-     French Cultural Center, Moscow (French language)     

                                                             (09/2003 – 05/2005)



	ADDITIONAL SKILLS 
	Computer skills:

· Proficient with MS Office, Outlook Express, Internet Explorer, Power Point, Adobe Photoshop 

· Typewriting (blind method) 

Languages:

· English: fluent
· Italian: intermediate
· French: intermediate
· Highly-motivated; goal oriented; enthusiastic; good communication skills; eager to experience and learn new skills




