Elina Konikova

1818 S Quebec Way 13-1 Denver CO /720.443.9852/ elina.konikova@icloud.com

SUMMARY 

In pursuit of full time employment I am seeking to simultaneously challenge myself creatively and communicate with diverse customer base inside a team environment. My key strengths are in articulating ideas and providing fresh knowledgeable solutions for simple and complex problems alike.

EXPERIENCE

8.13 – Present. Production Intern City of Glendale Infinity Park Denver CO.

Summer internship coordinating production tasks during live broadcast of Rugby matches at Infinity Stadium. Tasks include updating live broadcast schedule, printing and assembling paperwork for various departments, collecting schedules and time sheets, coordinating food delivery. 
10.12 – 4.13. Independent Contractor  Cincinnati Enquirer. 

Responsible for daily route delivery within designated area including weekly collections and settling accounts with local businesses on delivery route. Maintained close contact with subscribers to ensure prompt service and address verification under supervision of District Manager. 

8.11-9.12. Customer Returns Associate  Amazon.com Hebron KY. 

Process customer returns in warehouse environment using computer terminal and appropriate guidelines in order to expedite customers’ refund. Duties include removing all customer information, searching for missing information, making accurate assessment of returned merchandise for re-sale value while adhering to production and safety standards.
12.08 – 6.10. Administrative Assistant  BGH Studios Dayton OH. 




Daily reception and clerical duties in busy advertising agency and design firm greeting clients, answering phones, preparing for meetings and company events 
· Handling overflow research and copywriting
· Data entry updating timesheets for payroll, bank deposits, office maintenance
· Assistance/preparation for commercial shoots



5.08 – 10.08. Seasonal Member Services Associate PhillyCarShare Philadelphia PA.  
Provided assistance to members with car reservations 

· Updated account information, provided details about policies and procedures, helped to resolve time sensitive and conflict issues related to maintenance, late users, and missing vehicles 

· Completed administrative tasks such as data entry, research, and detailed reports documenting member contact and related incidents

9.07 – 8.08.  Research Assistant Office of Development UPenn Philadelphia PA. 

Prospect research and dossier preparation on high-profile alumni via search engines: LexisNexis, Hoover’s, Zoominfo, Wealthengine, Marketwatch

· Daily review of New York Times, Wall Street Journal and Forbes to identify high profile alumni across corporate finance & legal sectors  
· Maintained & updated comprehensive prospect biographical information in development database 
4.06 – 10.06. Temp Research/Data Entry Assistant Thomson Reuters Westchester, NY. 
Data mining on behalf of sales department of global legal publisher targeting public/private corporations and CEO’s, tax & legal professionals 
· Provided comprehensive contact list for prospect follow up 
· Confirmed contact and company information 
· Data entry and daily updating of master lead lists in Excel spreadsheet
EDUCATION








2005 - 2009: CUNY/SUNY PURCHASE Communication & Culture. New York.

1999 - 2002: Oberlin College History. Oberlin, OH.

1995 - 1999: Andrews Osborne Academy Willoughby, OH.
HOBBIES & INTERESTS

Wordpress, creative writing, film and photography, design, cycling and hiking, homeopathic medicine, geo-politics and economics. 
