CURRICULUM VITAE
[image: ]
Personal information:

Surname: Matikiani
Name: Ana
Birth date: 12/09/1991
Birth place: Leninakan, Armenia
Citizenship: Georgian
Gender:  Female
Marital status: Not married
Address: Flat 18, block 1, Kindzmarauli II turn, Moscow Avenue, Tbilisi, Georgia.
Phone: (+995 322) 704909
Mobile: 591 016011
E-mail: el1ektricgirl@gmail.com 


Education:
2012-2014  International Black Sea University, Tbilisi, Georgia
Master Program Social Science Faculty, Department of International Politics
Diploma  - Global Governing or New World Order (diploma language: English)

2008-2012  International Black Sea University, Tbilisi, Georgia
Bachelor degree - Social Science Faculty, Department of International Economic Relations

1997-2008    83 State school

Work experience: 

Dates: May 2009 –   August 2009
Company (Place)  - GOLDEN BRIDGE Georgian-American Exchange Center
Position: Secretary-intern 
Duties: 
· Accepting documents;
· Translate;
· Meeting guests; 
· collecting and analyzing information.
Dates:  2011 
Company (Place) –  Georgian parliament 
Position: Practicant
Duties: 
· attanding package of lectures during 1 month.

Dates: January 2013 - July 2015 
Company (Place) - Ministry of internal affairs, State security agency 
Position: Main specialist - Position corresponds to HR specialist.
Duties:  
· Interviewing posible candidates;
· Administrative work;
· Collecting and analyzing information;
· Translate;
· Meeting guests;
· Office management;
· Any other administrative duties;
· Personal Assistance to the head of department.
Rank: Police lieutenant

Dates: August 2015 – August 2018
Company (Place) – State security service of Georgia, State Security Department
Position: Main specialist - Position corresponds to HR specialist. 
Duties: 
· Interviewing posible candidates;
· Administrative work;
· Collecting and analyzing information;
· Translate;
· Meeting guests;
· Office management;
·  any other administrative duties;
· Personal Assistance to the head of department.
 Rank: State security lieutenant

Dates: August 2018 – January 2019 
Company (Place) – State security service of Georgia, Special Operations Department
Position: Inspector in especially important cases - Position corresponds to HR manager.
Duties:  
· Setting the Hr strategy of the department;
· Preparing or updating employment records related to hiring, transferring, promoting, and terminating
· Interviewing posible candidates;
· Develop systems to process payroll account transactions (e.g. salaries, benefits, deductions, taxes)
· Administrative work;
· Collecting and analyzing information;
· Translate;
· Meeting guests;
· Office management;
· AS well working as accountant, work experience with ORIS, 
· Organizing meetings;
· Booking tickets an hotels;
· Arranging and preparing training with foreign trainers;
· Controlling the process;
· Distributing tasks.
 Rank: State security senior lieutenant

Dates: March 2018 – Up to nowadays  
Company (Place) - Personal experience in Tourism management
Position – owner of apartments for tourists
· Creating/moderating  pages Booking.com and Airbnb.com;
· Organization of personal tours for tourists;
· Organizing photo-walks for tourists in private;
· Searching and booking tickets;
· Searching and booking hotels and apartments for tourists in other counties and cities.

Dates:  February 2019 
Company (Place) – Investment Company (Project “Eleven Georgia”)
Position: Assistant to CEO
Duties: 
· Helping to organize company;
· Consulting with official documents;
· Preparing “Business Plan” -  creating strategy, and counting risks and benefits;
· Finding places for future business “Hostels”
· Ruling the office;
· Finding, interviewing and recruiting personal;
· Controlling personal;
· Controlling needs of the company on daily basis;
· Making arrangements and controlling the daily schedule of the CEO;
· Controlling the distribution and partners communications;
· Controlling the working process;
Dates:  May 2019 – Up to Nowadays 
Company (Place) – Investment Company (“Tamara Group Georgia”)
Position: Assistant to CEO; Deputy of CEO
Duties: 
· Helping to organize company;
· Consulting with official documents;
· Preparing “Business Plan” -  creating strategy, and counting risks and benefits;
· Ruling the office;
· Finding, interviewing and recruiting personal; Controlling The quality of personal;
· Controlling needs of the company on daily basis;
· Making arrangements and controlling the daily schedule of the CEO;
· Controlling the distribution and partners communications;
· Controlling the working process;
· Booking tickets, hotels for needs of Company and CEO;
· Performing other personal tasks of CEO.

Dates:  September 2019 – Current (Working on Distance)
Company (Place) – Hotel (“Villa Park Hotel Bakuriani”)
Position: PR Manager; Sales
Duties: 
· Organizing marketing strategy of the company;
· Controlling Sales;
· Preparing “Business Plan” -  creating strategy, and counting risks and benefits;
· Ruling the reservation base of the company;

Other Skills:  
· Arranging online orders – can find any good in any country of the world, to arrange shipment directly to Georgia or through the warehouse in other countries. 
· Arrange orders and shipment from China, dealing with customs and export documents. 
· Set Online TV or IPTV (channels from different countries) (can make portal from TV link to give the possibility to watch TV online with EPG for 4 days) 
· Fluent users of any IOS, Android or windows systems.
· Can find and order cheap or luxury tickets for Flights or for train or buses in any country. Arranging online registration and check in, controlling time lines, planning whole trip. Finding the pass tickets for TV Show, operas, museums or other activity. (For example Vatican Pass).
· Making and arranging any international payments.

Languages:

Native language: Georgian

უცხო ენები:
English     Fluent
Russian    Fluent
სომხური    Good
Turkish       Elementary
Hebrew      In the process of study


Computer skills:

· Microsoft Office (Ms. Word, Ms. Excel, Microsoft PowerPoint) – Professional User
· Adobe Acrobat, Adobe Reader – User
· Nero Express – Professional User
· Graphic Design: Adobe Photoshop, Windows Movie Maker, Photo Editor, Adobe Image Ready, Lightroom CC;
· Accountancy programs: ORIS – on intermediete level.

Other:
· Communicative, Fluent speaking – Using communication always finding exact people or firms for destination of the concrete task;
· High level of responsibility, Punctuality – always fulfill my work, never leave it undone even if takes a little of non-work time.
· Hardworking – Learning new things very fast, and it’s not just words, f you see my work process, you’ll understand
· Self-representative
· Team working always ready to help others
·  Calm person;
Other documents and diplomas:
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