Elena Brylina
Montreal, Quebec. H*S *H*
Phone: (514) ***-****
Email: acys3l@r.postjobfree.com
SUMMARY OF QUALIFICATION
More than 9 years’ experience in various industries: Aerospace, Logistics, Information Technologies, Education and Tourism.
Over 5 years’ experience performing Office Administration duties
Developed promotion activities and marketing research
Proven ability to handle multiple, competing priorities in an effective manner
Highly developed teamwork skills, with the complimentary ability to initiate tasks and projects independently
RELEVANT SKILLS
Specialist in business travel arrangements.
Managed monthly and yearly budget work and simple accounting.
Provided administrative support to different department and top management.
Accomplished complex administrative tasks.
Coordinated business meetings and conferences.
Compiled and updated data for various reports on the department activities.
Created client’s and supplier’s databases.
PROFESSIONAL EXPERIENCE
ADMINISTRATIVE ASSISTANT MEADE WILLIS INC
2016-2017
ADMINISTRATIVE ASSISTANT BOCONCEPT
2015-2016
ADMINISTRATIVE ASSISTANT DISCOVERY AIR DEFENCE INC 2015
RECEPTIONIST HOTEL PARC SUITES
2013-2014
EXECUTIVE ASSISTANT PROGRESSIO TRADING INC
2010-2012
EDUCATION PROGRAM
COORDINATOR TOURISM AND SERVICE UNIVERSITY
2002-2009
TRAVEL COORDINATOR NIKA-TOUR INC
2001-2002
ADMINISTRATIVE ASSISTANT/COORDINATOR
EDUCATION STARTING A BUSINESS, CERTIFICATE
2014 Professional Education Centre INSA
SKILLS FOR THE ADMINISTRATIVE ASSISTANT, CERTIFICATE 2013-2014 Vanier College
OPERATIONS MANAGEMENT AND LOGISTICS, UNIVERSITY CERTIFICATE 2012-2013 HEC Montréal
MARKETING AND TOURISM, BACHELOR’S DEGREE
1997-2002 Tourism and Service University
COMPUTER SKILLS MS Office: Word, Excel, Power Point, Access, Outlook; Adobe: Illustrator, Photoshop, InDesign;
SAP (System Application & Products),
CRM Software
Lotus Notes, Go-to-meeting/Open Voice,
Quickbooks, Xero Accounting
ADITTIONAL SKILLS AND
CAPABILITIES
Time Management skills and punctuality
Highly organized and detail oriented
Positive attitude
Ability to get along and relate to people with different backgrounds and cultures




