PERSONAL DATA

ХХХХХХХ ХХХХХХХХХХ
Female, 29 years old,

Date of Birth: February ХХ, 19ХХ
Current Location: Moscow, Russia

Citizenship: Russian

Preferable contact: +7 (ХХХ) ХХХХХХХХ
ХХХХХХХХ@mail.ru
OBJECTIVE

The website administrator / Web master / Content

Full employment
KEY SKILLS
· Administration the website of the company, the content of the website (including the translation of the description), registration and processing of the content, writing news and texts, creation the banners.

· Working with contractors and freelancers for technical upgrading, promotion and advertising of the website in search engines, composing ToR.
· SEO optimization.
· Analysis of the Internet market, monitoring of key competitors.

· Interaction with partners (including English).

· Working with CMS, FTP, website hosting.

· Contextual and banner advertising.
· Web Analytics: Yandex.Metric.

· Working with the semantic core of the site. Monitoring of search queries.
TECHNOLOGY PROFICIENCIES

Operation Systems: Windows NT, 2000, XP, Vista, Windows 7.
Office Applications: Microsoft Office (Word, Excel, PowerPoint, Visio, FrontPage, Picture Manager).
Graphics Applications: Adobe Photoshop, Corel Draw, Adobe illustrator, FastStone, GifCreator, Adobe Flash.
Email Applications: Outlook Express, Microsoft Outlook.
Web Browsers: Internet Explorer, Mozilla Firefox, Opera, Google Chrome.
Web Technologies: CMS, HTML, CSS.
Special Software: Master Tour, Master Web.

PERSONAL QUALITIES

Analytical mind, high working efficiency, learning ability, the ability to make decisions and take responsibility for them, the ability to work both independently and in a team, punctuality, interpersonal skills, drive for results, integrity, flexibility, mobility.

FOREIGN LANGUAGES

· Russian – native.

· English – Pre-intermediate / Intermediate.
· Spanish — A2.1.
EXPERIENCE
The company for the development, production and sale of the systems for cleaning and disinfection of air, Moscow, Russia

October 2014 – present

The website administrator

· Administration the website of the company, the content of the website, design and processing of the content, writing news and texts, creation the banners.

· Working with contractors and freelancers for technical upgrading, promotion and advertising of the website in search engines, composing ToR.

· Analysis of the Internet market, monitoring of key competitors.

· Working with CMS, FTP, website hosting.

· Website Analytics using Yandex.Metric.

· Contextual advertising in Yandex.Direct.

· SMM (VK, FB).
· Working with freelancers. Writing ToR, control of the quality and deadlines.

International tour operator company for South-East Asia, Moscow, Russia
September 2009 – September 2014
Web master / The website administrator, Tarifficator
· Administration the website of the company, the content of the website (including the translation of the description), design and processing of the content, writing news and texts, creation the banners.

· Working with contractors and freelancers for technical upgrading, promotion and advertising of the website in search engines, composing ToR.

· Analysis of the Internet market, monitoring of key competitors.

· Working with contracts.

· Interaction with partners (including English).

· Working with blocks and quotas for the tickets and hotels.

· Advertising campaigns on sites Turdom, Turprom, Turizm.ru, Turindex, Broni.ru, Tokosti Turizma, Otzyv.ru, 7 vetrov, Yandex.Direct.

· Working with CMS, FTP, website hosting.

· Maintaining the database of the Master Tour program: references, quotas, prices, designer of tours.

· Monitoring the work of the tours in online.
Online children's toys store, Moscow, Russia
September 2007 – June 2009
The website administrator / The website editor, content manager
Preparation of competitive material and analysis of the assortment, prices and conditions offered by competitors. Determining and monitoring the level of prices for goods. Preparation and processing of the catalogues and photos of the products of the company, monitoring the availability of goods in the warehouse and suppliers, updating the catalogs and website. Administration the website of company, including news, latest arrivals, desing, advertising and so on, keeping the items and prices in 1C.

EDUCATION
High Education Diploma
Moscow State Technical University of Civil Aviation, 2007
Applied mathematics and computer science

Computing machines, complexes, systems and networks
