[Type text]

MARINA AMINOVA

Resume, Page 2

Marina Aminova, SHRM-CP
182 Anderson Ave., Apt. 3B ( Fairview, NJ
646-226-8316 ( aminovamtsk@gmail.com
Administrative and HR Professional 
A Recognized Expert in all aspects of Office Administration, 

advanced Human Resources specialist and trusted Bookkeeper
Established professional with over 16 years of Office Administration experience. Understands the market pressures on management for improving employee performance and productivity, and can identify and implement the HR action plans needed to meet those challenges. A highly personable communicator at ease with all levels of the organization. Accountable and responsible whether serving as team leader or team member. Strong expertise with payroll and bookkeeping procedures. Diversified background in investment banking, real estate, construction and latest in health care. Bi-lingual speaking English and Russian.
CORE COMPETENCIES

Recruitment and Interviewing ( Policy Development
Payroll Processing and Monitoring ( Business Insurance ( Benefits Administration ( 
( Full Cycle AR and AP ( Contract Negotiations ( Budget Planning ( Event Planning
Microsoft Office Suite ( ADP ( SAP ( Timberline ( QuickBooks/Quicken 
Languages: English, Russian, and basic French

EXPERIENCES AND ACHIEVEMENTS

JOURNAL SQUARE SURGICAL CENTER, Jersey City, NJ
2009 – Current

A leading edge, ambulatory surgery facility dedicated to providing same-day surgery with the highest quality of patient care.
HR Manager/Bookkeeper
Build human resources foundational elements addressing immediate needs of standards, compliance, employee handbook, policies and procedures and job descriptions. Establish relationships and network to handle recruitment with low/no cost sources. 
· Manage the integrity of all new hires entered into the HRIS system (ADP), assist management and employees with time keeping issues. Keep employee files in compliance with local laws. 
· Oversee the processes for Workers Compensation, Disability, Unemployment, and OHSA. 
· Coordinate employee education, training and development, employee relations issues.
· Oversee the administration of benefits and compensation, business insurances, and payroll.
· Maintain and review payments, maintain positive vendor relations, negotiate contracts and costs.
SWIG EQUITIES, Manhattan, NY
2006 – 2009
A real estate development, investment, and management firm of major residential and commercial buildings as well as operating companies and securities.

Executive Assistant/Contract Administrator 

Prepared daily reports, agendas, letters and various presentations for executive staff.
· Managed busy calendar, arranged meetings and travel needs, and submitted expense reports.
· Composed memos, bid requirements, estimates, contracts, purchase orders, and change orders 

· Handled all aspects of vendor payments and managed contract database and accounts’ analysis.
GAIN CAPITAL GROUP, LLC, Manhattan, NY
2006
A leading provider of foreign exchange (forex) services for institutional and individual investors.

Financial Services Associate
Trained clients on how to work with trading platform and charts for the Foreign Exchange Market.
· Consistently promoted the sale of Forex trading accounts/platform. 

· Assisted in marketing research to ensure a competitive advantage was maintained.
· Translated trading platform, Forex.com official site and daily financial news into Russian.
EUROPEAN BANK FOR RECONSTRUCTION AND DEVELOPMENT, Uzbekistan
2001 – 2005 
Bank An international investment Bank with HQ in London and 27 representative offices worldwide.
Administrative/Budget Officer 
Organized special events and conferences, and supervised annual meeting preparations.
· Managed recruitment process and coordinated and implemented HR policy.
· Negotiated residential leases, coordinated security arrangements, dealt with customs clearance of inventory, prepared annual inventory reports, and organized insurance cover.
· Developed and implemented office procurement strategy to eliminate inefficiencies.
· Prepared and monitored office budget and maintained annual expenditures.
· Supervised and provided guidance to seven junior administrators and technical staff.
· Translated bank documents between English and Russian and interpreted at the conferences and meetings with high official authorities (Ministries, Mayor’s Office, Cabinet of Ministers etc).
Executive Assistant to the Head of Representative Office
Coordinated meetings and arranged business travel for Head of Office, his Deputy, and six bankers, locally and overseas (air and land transportation, hotels, meetings). 
· Developed itineraries for visiting project and VIP missions, organized meetings with, Government and VIP officials, drafted correspondence with clients, and maintained calendar.
· Translated bank documents between English and Russian.
AYSEL CONSTRUCTION CONTRACTING AND TRADE CO. INC., Uzbekistan
1999 – 2001 
Construction and Investment company
Executive Assistant & Technical Translator and Interpreter
Managed busy calendar, handled travel issues, arranged meetings, issued contracts, and composed correspondence on behalf of executive staff.
· Coordinated administrative, financial and budget issues that arose in the office.
· Interpreted at meetings with top officials (Ministries, Mayors Office, etc.) and sub-contractors.

· Translated technical documentation, contracts and correspondence as needed.
EDUCATION
M.S., Education, English, and French Philology, Uzbek State University, Tashkent, Uzbekistan

B.S., Education, English, and French Philology, Uzbek State University, Tashkent, Uzbekistan
CERTIFICATIONS
SHRM Designation, Certification Program, Fairleigh Dickinson University, Teaneck, NJ, 2015

PROFESSIONAL AFFILIATIONS
SHRM Member, (2010 - Present)

