Alina Ryauzova

Sredniy Tishinskiy per. 6, 3

Russia, Moscow, 123557
Home: +7-495-2531728
Cell: +7-916-2878687
Email: alin-r@mail.ru



SUMMARY OF QUALIFICATIONS
· Expertise in support of project financial activities backed by two years of high quality performance  

· Proven ability to deliver projects within schedule and budget
· Sociability, tolerance to stress, responsibility, punctuality, high efficiency, ability to work in a team

· Fast learning and adapting to new working conditions

· Energetic, self-starter with excellent analytical, organizational, and creative skills


TECHNICAL SKILLS
OS:
Windows 2000/XP/Vista
Software:
MS-Office 2000/2003, Lotus Notes, Project Expert, Project Manager, 1C


SEMINARS AND TRAININGS
· Moscow Aviation Institute - «Development of business plans with Project Expert»

· English First – English courses. Upper intermediate level

· Educational center «Intensive» - English courses

· Professional Institute of Management – Accounting, 1С:8

· KRC «Career» – «Analysis and evaluation of investment projects»


WORK EXPERIENCE

JSC “West-studio”
October 2008 – March 2009
Senior Economist

Responsibilities:

· Analysis and evaluation of investment projects

· Accounting and analysis of production and commercial operations

· Calculation of the cost of production

· Calculation of indicators of business performance, forecast payback and profit

· Comprehensive economic analysis of all activities of enterprises and development activities for effective use of capital investment, material, manpower and financial resources

· Preparation of the current plans in accordance with the orders of consumer goods (services) and contracts, as well as the rationale and calculations for them

· Budget analysis and budget performance of the company, creation of proposals to reduce costs

· Marketing research to determine the prospects of the enterprise and enhance its production and business activities
Achievements:

· Lowering the cost of production and sale of products

· Creating a business plan for investment project
HSBC Bank (RR)
October 2007 – October 2008
Specialist Corporate Real Estate

Responsibilities:

· Analysis of the real estate market

· Search for office space

· Tenders among contractors

· Coordination of the department activities

· Control execution timing and quality of performed construction and installation works

· Preparation of letters of intent for the future of branches in head office

· Search landlords, lease agreements creation, monitor compliance with contract terms, compensation of debts

· Maintenance of financial reporting

· Contractor's agreement

· Creation of maintenance budget, maintenance of engineering and technical building systems, preventive and routine maintenance work

· Business case preparation

· Resolution of issues relating to rental and finishing department

· Processing and preparation of all supporting documentation 
Achievements:

· Lowering the cost for branches establishment
· Set up of five branches
· Maintained high level of client satisfaction
Representation of firm “Boeing”
August 2005 – August 2006
Office manager

Responsibilities:

· Planning and co-ordination of activity of office services 
· Maintenance of performance of corporate rules and norms 
· Planning and commissioning of the methods providing effective process of work 

· The analysis and an assessment of works of systems of administrative support
· Carrying out of special researches for definition of comparative cost of use of various office equipment
· The conclusion of contracts on service of office equipment, management of service and office re-planning, and also the organisation of workplaces at office
· Reception and distribution of calls, faxes, mails (Mini of automatic telephone exchange)
· Work with the entering both proceeding documentation and the correspondence


EDUCATION

Moscow Government Open University, Moscow
2002 – 2007
Economics, Stream: Investment Activity
The Moscow Higher school of Economy, Moscow
2009
Financial management  

LANGUAGE
English
High level
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