Curriculum Vitae
	[bookmark: _x8fm1uorkbaw]Nino Mikeladze
[bookmark: _ymi089liagec]
	Tbilisi, Georgia
(+995) 599-88-43-22
ninio.mikeladze@gmail.com 
DoB: 15/09/1989 

	[bookmark: _y7d3xdxnr44m]WORK EXPERIENCE
[bookmark: _rfgvkg2ifhfd]JSC Credo Bank, Tbilisi— Senior Procurement Officer
[bookmark: _n64fgzu3lwuy]January 2017– August 2019
· Managing, coaching and mentoring other members of the procurement team;
· Conduct efficient and collaborative procurements which are corporately compliant (advice, tendering, evaluation award & contract management);
· Continuously reviewing the company’s procurements strategy;
· Monitor and forecast upcoming levels of demand;
· Responsible for order placement timing, supply/demand alignment, and supplier performance;
· Tracking and reporting key areas to reduce expenses and improve effectiveness, and negotiate commercial agreements;
· Making sure that all legislative requirements are incorporated into any purchasing decisions;
· Preparing and developing procurement procedures, policies, and additional supporting documentation;
MFO Credo LLC, Tbilisi — Procurement Officer
[bookmark: _8hk593fs3sag]AUGUST 2015 – DECEMBER 2016
· Track orders and ensure timely delivery; follow up with suppliers, as needed, to confirm or change orders;
· Conduct market research to identify pricing trends and potential suppliers/vendors;
· Partner with stakeholders to ensure clear requirements documentation; 
· Contract management and negotiation;
· Managing online systems such as e-auctions and e-tendering;
· Maintain accurate auditable records of all procurement process which result in high process compliance including updated records of contracts;
Innovative Education Foundation, Tbilisi — Research Assistant
NOVEMBER 2013 – MAY 2014
· Assisting in researching the use of online video resources in education in a selection of public schools; 
· Assist survey design, polling the portal users by online communication, filling the questionnaires and processing the results;
· Give recommendations on the further development of the portal; 
· Identifying the target group of schoolchildren willing to participate in Science Club and assistance in researching its sustainable funding model; 
· Participate in data processing, fieldwork, and analysis.
· Assistance in the marketing of the IEF policy-advocating activities in social media;
· Assist in marketing of research, projects, articles, policy initiatives and activities in social media;
[bookmark: _1hxcpsc1hco2]MFO Credo LLC, Tbilisi — Marketing Department Officer
SEPTEMBER 2012 – AUGUST 2015
· Providing the brainstorming and idea generation within the scope of Marketing Communication Materials’ development;
· Ensure company brand and message are maintained in all communication materials;
· Supporting in decision-making processes about branding and massaging regarding communication channels and platforms;
· Write, edit and proofread marketing material for use in different channels;
· Devise and organize a calendar of marketing events, such as dinners, promotions, workshops, open days;
· Developing and implementing an internal Marketing Communication Unit Policy and Procedures;
LAW OFFICE, Tbilisi — Legal Assistant
SEPTEMBER 2011 – MARCH 2012
· Keeping cases organized by establishing and organizing files; monitoring calendars; meeting deadlines; documenting actions; inputting information into file database and case management software; confirming case status with attorney.
· Helping develop cases by maintaining contact with people involved in the case; scheduling depositions; drafting complaints; preparing and filing discovery requests; preparing responses to opposing counsel; generating status reports;
· Supports case preparation by preparing case summaries and materials for mediation conferences; 
· Enhances trial proceedings by organizing evidence; preparing exhibits; scheduling witnesses; 
· Preparing court forms; 
· Performing legal research;
[bookmark: _yk8luflkpwij]
EDUCATION 
[bookmark: _6wymnhinx9q5]Ilia State University, Tbilisi — Master of Public Administration (EQF level 7)
[bookmark: _7vtcyzeczjot]MARCH 2012 – MARCH 2014 
[bookmark: _czfiadnsgnzp]Ivane Javakhishvili Tbilisi State University, Tbilisi —Bachelor of Law 
[bookmark: _miiyt1y6sl7g]OCTOBER 2006 - JULY 2011
JSC Credo Bank Academy, Tbilisi —Management Development Program (MDP)
JUNE 2018 – JUNE 2019
Siegel HR Georgia, Tbilisi —Verified Certificate in ‘Category Management/Procurement’
JUNE 2017 – JULY 2017
Georgian Young Lawyers’ Association, Tbilisi —Verified Certificate in ‘Civil Law’
OCTOBER 2008 - MARCH 2009
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	[bookmark: _ca0awj8022e2]
LANGUAGES
Georgian – Native
English – C1
Russian – B2
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