Iuliia Robinson
1105 Sherman St. Apt. E • Denver CO 80203

425-791-6005 • dikalova@gmail.com
PROFESSIONAL SUMMARY

· A highly talented and motivated Office Manager/HR Assistant with great experience in performing of wide variety of administrative, clerical, recruitment duties.
· Possess experience working in a fast paced environment with the ability to multi-task and stay organized while ensuring projects are completed in a timely manner. Working well under pressure.
· Outstanding attention to details, high energy level, very adaptive, works well without supervision.
· Strong problem solving, conflict resolution and negotiation skills.
· Excellent computer skills, proficient in Microsoft Word, Excel, Outlook, Power Point.
· Great communication and interpersonal skills. Trilingual (English/Russian/Ukrainian).
WORK EXPIRIENCE

Signature Seafoods, Inc.                                                                                                  Seattle, WA

Intern                                                                                                        April 2010 – October 2011

Seattle office setting:

· Took part in multiple hiring events, did reference checking of potentional employees, prepared paperwork for drug tests and background checks, established and maintained employees’ records.  
· Communicated with applicants, signed contracts, conducted crew’s first orientation about vessel safety and general rules onboard M/V Ocean Fresh.
· Entered personnel information and changes into payroll computer system Peach Tree.
· Answered incoming calls and transferred to the appropriate stuff member. Distributed incoming mail.
· Performed office duties such as filling of documents, duplication, maintaining office equipment.
Operations in Alaska:

· Maintained records for personnel files, processed new hires and terminations.
· Supervised and tracked employees’ hours in Time Keeper and prepared time cards.
· Every two weeks prepared payroll in Excel for the company’s accountant.
· Distributed paychecks to employees.
· Investigated any employee issues, including harassment and discrimination claims.
· Prepared insurance paperwork, disciplinary notes, memos and misc., employees’ letters.
· Met guests and employees at the airport, received and distributed incoming and outgoing mail.
· Answered phones and radio to communicate with fishing boats.
· Every day called to the Seattle office with a report about production, hatchery announcements and any onboard issues.

· Ran vessel store, sold items to employees, deducted charge from their pay. Did office supply and vessel store inventory, prepared orders for the next season.
Student program «Work & Travel USA»                                                        June – August 2009   
Signature Seafoods, Inc                                                                                                   Seattle, WA

Factory leader on Ocean Fresh processing vessel                                                       Chignik, AK

· Prepared factory for the working shift, turned on machines, checked machines operability.
· Supervised salmon processing and shift crew.
· Controlled processors working time (late clock in/out).

· Trained employees to prevent injuries.
· Performed a wide variety of tasks for factory Foreman.
Nefertiti Holding Fashion company                                                        Dnipropetrovsk, Ukraine                                                    

Office manager                                                                                            June 2008 - March 2009                 
· Organized working process in the office.
· Answered phone calls, took messages.
· Circulated company’s mail and emails.
· Talked to foreign partners on the phone or via emails, translated conversations to the owner.
· Booked airline tickets and hotel rooms for the owner’s business trips.
Lenox Florist Company                                                                            Dnipropetrovsk, Ukraine   

Executive Assistant (part-time job)                                                                                 2003 - 2008
· Assisted in paperwork preparation.
· Acted as company translator (from/to English).
· Did local and regional travel arrangements.
· Provided information about Ukrainian florist market.
EDUCATION

September 1, 2008 –   National Mining University, Dnipropetrovsk, Ukraine 

December 31, 2009     Master’s degree in Management of Innovation Activities
                                     with major in Management of Innovation Activities

September 1, 2004 –   National Mining University, Dnipropetrovsk, Ukraine
June 30, 2008              Bachelor’s degree in Management with        
                                     major in Management of External Economic Activities                                  
