Larisa Smetanina

Address:     Calle Mararia 17, 38612 El Médano, Tenerife, España
Telephone:       922 177341
Mobile :            656846902 / 620 970 434
E-mail:           larisa.sm.@mail.ru


WORK EXPERIENCE


March’ 08 – June ’ 09      Saint-Petersburg Commercial Bank “Tavrichesky”.

Secretary of the Bank Board Chairman 

-     organizing business meetings of the management of the Bank 
      -     translating during the meeting with the foreign partners of the Bank  
-     drafting letters for the Bank, translations of the correspondence 
      -     liaison  meetings between the chairman and  staff or clients of the Bank
-     public relations

August ’06 –  March ’08                        JSC Vyborgskaya cellulose (sulphite-cellulose production, paper-base production, paper processing production )
Analyst
·  analysing budgets for new projects in the company 
·  monitoring  project’s performance during the year 
·  making periodical reports 


December ’05 – August ’06                        JSC LIVZ (vodka and liquor production) 

Analyst
· planning and analysing  new projects
· making reports
                                                                                                                                             
August ’01 - December’05                    LLC LIVZ-UR (legal support activity of JSC 
LIVIZ) 
 
Secretary
      -     helping  solicitors with  legal  documents  
· coordinating relationship between notary companies and Government  institutions 
· organizing meetings
· public relations



December 1999- August 2001  	Boutique “PREMI” (exclusive men’ clothes shop)

Shop assistant 

- managing  stock rotation  and inventory



EDUCATION AND TRAINING

June   2010                            Degree in Economy – International Institute of Economics and Low (Moscow, Russia). Specialized in  Finance and the Credit, Banking              

October 2003 - June 2006         Course of English language -  Advanced level  - The Educational Center ABC PLUS (Saint-Petersburg, Russia)

June 1991 		Degree in  Economy – Saint-Petersburg College of Finance and Economics of the Ministry of Finance of  The Russian Federation.  Specialized  in National Budget

FURTHER RELEVANT INFORMATION

Language
Russian:    	 mother tongue
English:   	 fluent
Spanish:    	 basic
Italian:       	 basic

Technical Skills and Competences
Good knowledge of MS Office (MS Word, MS Excel, PowerPoint), Lotus 123, Lotus Word Pro, Lotus Approach, PhotoShop 6 and principle Internet application (Lotus Notes, MS Outlook, Explorer).



ADDITIONAL INFORMATION

Oriented to:
- Public relations 
- Team worker
- Interpersonal relations
- Attainment of objectives
- Ambitious


REFEREES

Available upon request
