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PERSONAL INFORMATION Nugzar Potskhishvili 

 

Second street of Delisi #4,, 3222 Tbilisi (Georgia) 

(+995) 599 70 10 29    

nukripotskhishvili@gmail.com 

https://www.facebook.com/nukri.potskhishvili 

WORK EXPERIENCE

22 Aug 2018–18 Mar 2020 Operation Manager
Tribeca Hotel, Tbilisi (Georgia) 

▪ The direct responsibilities include managing both the operations process, planning, control, 
performance improvement and operations strategy.

▪ Managing activities that are part of the production of services.

▪ Oversee budgeting, reporting, planning, and auditing.

▪ Develop, implement and review operational policies and procedures.

▪ Formulate strategic and operational objectives

 

 

25 Dec 2017–21 Aug 2018 General manager personal assistant
Tribeca Hotel, Tbilisi (Georgia) 

▪  acting as the first point of contact: dealing with correspondence and phone calls.

▪ booking and arranging travel, transport, and accommodation

▪ Organizing events and conferences

▪ reminding the manager/executive of important tasks and deadlines

▪ typing, compiling and preparing reports, presentations, and correspondence

▪ implementing and maintaining procedures/administrative systems

 

22 Sep 2017–20 Dec 2017 Reservation manager
Hotel S&L, Tbilisi (Georgia) 

▪ Review reservations booked daily.

▪ Review arrival report daily.

▪ preparation of occupancy forecast.

▪ recording Company/Travel Agent Rates both in system and correspondence file.

▪ Having knowledge of entire Reservation Procedure according to Hotel manual system

 

 

25 Jan 2017–25 Jul 2017 intern
Ilia state University, Tbilisi (Georgia) 

▪ Receiving Calls

▪ Preparing Documents and organizing events
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▪ holding Seminars 

20 May 2016–20 Sep 2016 Receptionist
Apart Hotel MX, Tbilis (Georgia) 

▪ managing the visitor's book and giving out security passes

▪ greeting visitors and directing them to the correct person or department

▪ providing or sending out information

▪ managing a booking system

1 Oct 2015–10 May 2016 Private tutor
Tbilisi (Georgia) 

▪ Preparing middle school students in English and Math 

1 Jun 2015–25 Aug 2015 Receptionist
Bakhmaro Hotel, Bakhmaro (Georgia) 

▪ Receiving calls

▪ Booking hotel rooms

▪ Managing customer services 

24 Sep 2014–26 May 2015 School self-Government Project manager
Chokhatauri №1 public school, Chokhatauri (Georgia) 

▪ Plan and Organizing school events

▪ Attending seminars about Self

▪ Government and then sharing information with other students in my school and community 

EDUCATION AND TRAINING

7 Oct 2019–Present Master on MBA (Master of Business Administration in Banking and 
Finance)

EQF level 1

Ilia state University, Tbilisi/Georgia (Georgia) 

28 Sep 2015–20 Jul 2019 BUSINESS SCHOOL EQF level 8

Ilia State University, Tbilisi (Georgia) 

Business School Programs facilitate the development of the skills as follows:

▪  independent critical thinking;

▪ -practical application of knowledge;

▪  fact-based decision-making;

▪ -substantiated argumentation;

▪ -problems solving and analyzing;

▪ business projects formulation and management 

25 Aug 2015–30 Aug 2015 Certificate for attending seminars about Business Administration
USAID Georgia, Kobuleti (Georgia) 

Attending seminars about:

Leadership

Teamwork
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PDM

Business Administration 

Future Career

21 Sep 2015–28 Sep 2015 Certificate for attending seminars about role of social media in 
Business
WEBLINE, Tbilisi (Georgia) 

▪ Listening seminars about how social media effects Business Communication

▪ Writing critical essays about how different media companies produce information for people 

24 Sep 2014–26 Jun 2015 Certificate for attending Self-Government Seminars
Ozurgeti (Georgia) 

▪ Attending seminars and workshops about being a good citizen and taking parts in Simulations 
about Self - Government

▪ Attending training about Social activism, Negative effects of Drug, alcohol and cigarette usage, 
Gender inequality, Ecological problems, AIDs and Sexually contagious diseases. 

1 Sep 2003–10 May 2015 Chokhatauri №1 public school
Chokhatauri №1 public school, Chokhatauri (Georgia) 

a student in school.
 

PERSONAL SKILLS

Mother tongue(s) Georgian

Foreign language(s) UNDERSTANDING SPEAKING WRITING

Listening Reading Spoken interaction Spoken production

English B2 B2 B2 B2 B2

Russian B2 B2 B2 B2 B2

Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user
Common European Framework of Reference for Languages - Self-assessment grid 

Communication skills Excellent written and verbal communication skills.

 

Confident, articulate, and professional speaking abilities (and experience)

 

Empathic listener and persuasive speaker.

 

Writing creative or factual.

 

peaking in public, to groups, or via electronic media.

Organisational / managerial skills  -Computer proficiency in Microsoft Office (Word, Excel, PowerPoint) as well as Networking 
capabilities.

 

-Ability to handle information in a highly confidential manner.
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-Project management experience

 

-Possession of interpersonal, communication, and organizational skills

 

-Ability to work with people from different backgrounds as well as work with a team
 

Job-related skills Basic academic skills in reading, writing, and.

 

Good communication skills including.

 

Creative thinking and problem-solving.

 

Self-esteem, motivation, and goal setting.

 

Personal and career development skills.

 

Interpersonal/negotiation skills and.

 

Organizational effectiveness and leadership.

ATTACHMENTS

▪ Dean's recommendation.jpg 

▪ Reccomendation-Letter.pdf 

▪ Tribeca Hotel General manager recommendation.pdf 

▪ Certificates.pdf 

  Page 4 / 9



Annexes Nugzar Potskhishvili

Dean's recommendation.jpg 

  Page 5 / 9
                                                                                                                                  



Annexes Nugzar Potskhishvili

Reccomendation-Letter.pdf 
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Tribeca Hotel General manager recommendation.pdf 
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