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NAME: Elena Dobryakova
ADDRESS: 2801 Avenue U Brooklyn, NY 11229
PHONE NUMBER: +1 929 340 2395
E-MAIL: azalia_88@mail.ru

DATE OF BIRTH: July 18, 1988

AGE: 27
GENDER: Female

NATIONALITY: Russian

ABOUT MYSELF: Hard-working, reliable, active, purposeful
EDUCATION:

1. September 2006 – June 2011

Student of The Volga State Academy of Water Transport, Nizhny Novgorod, Russia 

Department: Economics and management 

Major: Finance and credit

I have a Diploma of Higher Education (with honors)
2. September 1996 – May 2006 

Student of The Secondary School №14, Balakhna, Russia.

I finished school magna cum laude and was given a General Certificate of 
Secondary Education 

WORK EXPERIENCE:

1. May 2014 – present
Specialist of the Settlement Center
JSC NBD-Bank, 6, Gorky Sqr., Nizhny Novgorod, 603950, Russia

Tel: (831) 22-000-22

Main Duties:
- execute clients orders of both internal and external payments in foreign currencies using SWIFT;

- execute orders of buying/selling foreign currencies;

- documentary credits (import and export): issue, amendment, payment, advice of discrepancy, control of documents);

- issue, authorise and route SWIFT messages for external payments (MT 1xx, MT 2xx) and documentary credits (MT 7xx).
2. July 2011 – May 2014
Accountant 

JSC NBD-Bank, 6, Gorky Sqr., Nizhny Novgorod, 603950, Russia

Tel: (831) 22-000-22
Main Duties:
· Assist businesses and individuals deposit, withdraw and transfer their money;

· Resolve discrepancies in accounting processes;
· Identify and resolve customer needs;
· Ensure quality services to customers;
· Sell financial products and services to customers;
· Process and perform daily bank transactions;
· Accept customer deposits and loan payments;
· Assist and support other banking staff in their tasks.
2. April – June 2011

Intern 
MINISTRY OF ECONOMIC DEVELOPMENT OF RUSSIAN FEDERATION, Moscow, 125993, Pervaya Tverskaya-Yamskaya St., bld 1,3; municipal service post 3, post office box 47

Tel. (495) 694-03-53, fax. (499) 251-69-65

During the training course I have got to know the Regulations of Ministry of Economic Development of Russian Federation, approved by the Russian Federation Government regulation of June, 5 2008 № 437; Federal Statute of May, 27 2004 № 79-ФЗ «On Civil Service System of Russian Federation»; Federal Statute of July, 27 2010 № 210-ФЗ «On State and Municipal Services Providing Organization». I have learnt to work within Electronic Document Management System, as well as Legal Support System «Consultant Plus». I have participated in cooperation with federal executive organs concerning carrying out the authorities of Ministry of Economic Development of Russia, including President’s Administration and the Government of Russian Federation.
3. May – September 2010

Sales associate, photographer

Park Play and Stay Inc., 2504 Boardwalk, North Wildwood, NJ, 08260, USA

Tel. (609) 602-4186

Main Duties:

- Take photos of individuals and groups;

- Assist customers while they have their photograph taken;
- Edit and retouch photographs;

- Process and print photographs;
- Sell pictures, frames.

4. May – September 2009

McDonald’s crew
McDonald’s at Wildwood, 31 Solar Way, Cape May Court House, 08260, NJ, USA

Tel: 609-463-9656, Fax: 609-463-9649

Main Duties:

· Take and give out orders;
· Answer customer questions regarding the products;
· Customer service;
· Food preparation; 
· Maintain sanitation and safety standards in the work area;
· Cleaning.
5. May- September 2008

Lawyer assistant

Co Ltd ALIDI, post office box 51, OPS Zhdanovsky, Kstovsky raion, Nizhny Novgorod region, 607684, Russia
Tel: 8 (831) 462 9900

Main duties: 
· Prepare and process legal documents and papers, such as summonses, subpoenas, complaints, appeals, motions;
· Mail, fax, or arrange for delivery of legal correspondence to clients, witnesses, and court officials;
· Schedule and make appointments;
· Make photocopies of correspondence, documents, and other printed matter;
· Organize and maintain law libraries, documents, and case files;
· Draft and type office memos;
· Review legal publications and perform database searches to identify laws and court decisions relevant to pending cases;
· Maintain confidentiality of the Legal Department.
PROFESSIONAL DEVELOPMENT:
1) Participated in master-class “Documentary letters of credit in the practice of international payments and trade finance. Bank Payment Obligation (BPO)”, year 2014;

2) Took part in JSC NBD-Bank seminar "Development of internal and external communications for effective team building", year 2013;

3) Took part in JSC NBD-Bank training “Psychological features of communication with clients”, year 2011;

4) Took the course of lectures "Leasing: theory and practice" by leasing company EUROPLAN, year 2010;
5) Participated in educational business project "TELE2-Management Challenge", year 2010.

LANGUAGES:

Fluent English 

Native Russian

COMPUTER SKILLS: SWIFT, Microsoft Office (Word, Excel, PowerPoint), Internet Explorer, Photoshop

INTERESTS AND HOBBIES:

· Play piano

· Psychology, art, theater, photography, knitting
· Healthy life-style

· Enjoy traveling, horse riding, reading, swimming, dancing.
