	Elena Chikounova

9879 Concord Ct, Highlands Ranch, CO 80130 

(303) 974 - 8906(c) ( (720) 489-5569 (w) ( lenashic@aol.com

	Objective: To gain challenging employment within an organization where skills can be applied effectively, resulting in growth for mutual benefit.


	Desired Industry: Collections / Banking  / Financial / Data Entry Services/Administration

	Desired Job Location: Denver, Highlands Ranch / Colorado
	Type of Position: Part-Time / Full-Time 

	Desired Wage: OPEN

Availability Date: OPEN
	Highest Degree Attained: Technical University
	U.S. Work Authorization: Yes

References: Upon request

	· Responsible

· Attention to detail

· Documentation writing skills

· Strong technical skills
	· People-oriented

· Time management skills

· Fast learner

· Communication skills


	· Punctual

· Strong data entry skills 

· Goal-oriented 

· Self-motivated and energetic

	Work experience

	September 2008- Present

Data Processing
Salary: 11 per /hrs 
	The Paper Solution INC
(303) 283-0780
	2900 S.Shoshone St. Englewood CO 80110
Supervisor: Dave Traylor

	· Duties include scanning documents, indexing, copying/printing and light data entry into system.

	Prior Sept 2008

	Oct 2006 – Oct 2011    Alpine Homecare   Denver, CO     PCP Agent                                               (303) 309-6202
Oct 2004 – Apr 2005    Frontier Airlines   Denver, CO    Aircraft Appearance Agent          (800)265-5505
Feb 1999 – Oct 2001   Hampton Inn     Orlando, FL       Room Service Agent                   (407) 465-8150
1991–1999    Sheremetevo International Airport  Moscow, Russia   Lost and Found Clerk  (495) 578-9079


	Job Related Skills

	· Performed administrative and secretarial duties with wide latitude for exercising discretion and judgment

· Prepared letters as instructed and directed mail to other staff members for their action

· Studied reports received, checked and compared with previous reports and other data, and brought to the attention of the executive significant items, changes, errors or omissions

· Maintained for the executive up to date management manuals, directives, organizational charts and kept the executive informed of changes

· Performed accounts payable functions for 22 stores expenses
· Ensured compliance with accounting deadlines

· Worked with bankers regarding financial transactions

	Education

	High School Diploma  ( 09/1976 –06/1984  ( Moscow, Russia

Accountant  ( 09/1984 – 06/1988  ( Moscow College of Trade

Bachelor of Science in Engineering  ( 09/1988 – 06/1994  ( Moscow Technical University

Languages:   English, Russian                                                       Honors / Awards: Numerous awards for a good work 









