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OFFICE MANAGER OR SO

& 22 ciunn
2017 Q MicTo: XXutomup

Bik: 40 pokis
Pexum poBoTw: NoBHWI poBounii AeHb
Kareropii: OdicHui nepcoHan

JonatkoBa iHpopmauia

OcobucTi sikocTi, Xx06i, 3axonneHHs, Hasuuku: Skills of translation (tourist guides, literature, medical and agricultural texts).
Very attentive, giving full attention to customers, taking time to understand the points being made, asking questions as
appropriate. Outstanding communication and interpersonal skills. Computer skills: Email services, Skype, Microsoft Office,
Internet. 09.05.2004-30.10.2004 supervisor on strawberry farm in England. 30.10.2004-05.08.2008 lived in UK. 10.09.2008-
15.10.2010-sales represantative(Tylchinka LTD&Milk products ) 2010-2012 sales manager(Tylchinka LTD&Milk products)
25.12.12-28.04.13 interpreter(Community development and support) 28.04.13-till now supervisor,customer support
manager, moderation manager(Community development and support) Main duties:monitoring messages sent by
customers(8000-23000 per shift),taking measures of deleting not acceptable messages for the public chat
service.Unblocking users,users reports,abuse reports,nicknames moderation,blog moderation,moderation
evaluation,customer emails,support customers via phone(skype),system failure procedures,feedbacks,weekly moderation
reports and statistics,organazing activity to improve high quality of teamwork.
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