
	






CURRICULUM VITAE 
	Personal information:

	Name:

Date of birth:

Nationality
Address: 

Mobile: 
E-mail:   
	Saule Kanseitova 

11.08.86 (30 years old)
Kazakh
Astana
8 775 8880112
saule.kanseitova@gmail.com


	Personal traits:
	Responsible, adaptable, flexible, hard-working, structured, multitasking ability. 


	Work experience:
05.2015 – till present
	Almaty Higher School of Management – Project coordinator

- planning and organization of trainings and seminars

- work in CRM-system for corporate sector

- coordination of projects in education

- assessment testing staff, HR outsorcing


	05.2010 - 02.2012 
	DOS EDUCATION GROUP Almaty, Kazakhstan – Project manager 

- promotion of educational programs  

- work with clients and partners abroad
- advice on travel arrangements such as visas and passports
- development of projects and educational tours
- accompany groups travelling abroad


	06.2008 - 05.2010
	TainVert Group Almaty, Kazakhstan – Assistant to the Director 
- arranging air tickets, hotels 

- documental supporting of IPTV-projects

- logistic support
- translation of documentation (Kazakh-Russian-English) 
 


	04.2007 - 01.2008
	GRATA Law firm Almaty, Kazakhstan - Receptionist
- organize business meetings, business trips, and appointments
- perform background research, make reports and presentations
- financial planning and accounting
- daily operations (invoice, payments, filling etc.) 
- arranging business travel, visa and accommodation


	Education:
	

	09.2013 - 06.2015 
	International University of Business , Almaty, Kazakhstan - Master of Management 
- Strategic Management 
- Project Management
- Financial Statements  
- Creating a business plan 


	09.2004 - 06.2008
	Kazakh University of International Relations and World Languages, Almaty, Kazakhstan. Bachelor in international relations.  
- international cooperation 
- diplomatic protocol 
- international organization and integration 


	Courses, trainings:
	

	01.2011 
	Training in Sales techniques by Andrei Galunin


	04.2011
	Conference “Innovations in Education today”, Beijing, China


	03.2014
06.2014

12.2014


	Research training in Moscow Financial-Industrial University “Synergy”
Conference “Branding in International Higher Education”, Stenden University, Holland, Leewarden

Intensive English-Russian Translation Course 

	
	


	IT:
	Microsoft Office – good knowledge 
Can edit web pages, such as HTML 


	Languages:
	Turkish: elementary

	
	Japanese: elementary

	
	English: fluent 

	
	

	
	

	
	Russian: native  
Kazakh: native  


	Interests:
	Travelling, sewing and reading


	
	



