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Resume:  Olga Salimova

Home Tel:  7-095-754.98.25;  Mobile:  7-916-247.63.08

E-mail:  olga_salimova@mail.ru (personal)

May 2005 to Present

Newbridge Group, Moscow, a private investment group of American and Russian investors that attracts and finances the entry of global brands to Russia through franchising in FMCG, retailing & real estate industries.  Project assignments include:  

From July 2006 to Now: Coordinator, Broker Service Dept., Newbridge Group, the master franchisee for Century 21 (US corporation), the most popular global brand in real estate, operating in 57 countries with 8,500 offices and 144,000 agents worldwide.  
Duties & Responsibilities
1. Support to Century 21 franchised offices regarding office opening, re-branding, business development; presentation of Century 21 brand to franchisees’ staff; training & consulting of owners and employees of the franchised offices in Century 21 quality standards; introducing the brand to potential partners.  
2. Other activities include:  
· At the early stage of the project, managing all communications between a PR-agency and the company, participation in marketing and PR strategy to create brand awareness & brand preference;
· Active participation in organizing a brand launch event, attended by 160 Russian and international journalists, real estate agents and media representatives;  
· Active involvement into creation of training materials to support the marketing & direct sales campaigns. 
From May 2005 to June 2006:  Newbridge Group, the master distributor for Nu Skin Enterprises in Russia.  Nu Skin is a US corporation with sales of ≈ US$1Billion/year.  
Duties & Responsibilities 

1. Event organization and introducing Nu Skin products (women’s & men’s cosmetics, health & beauty aids) to attract new Russian product distributors & customers; participation in the launch and branding of Nu Skin products in Russia; growth in sales from US$70,000/month to US$400,000/month in just eleven months, and increase in number of product distributors from 300 to 3,600 from May 2005-March 2006.  

2. Managing day-to-day operations for Nu Skin growth in Russia: marketing & promotion of the Nu Skin brand; handling all communications between Russian distributors and Nu Skin USA, e.g., distributor & account management, registration, order processing, compensation & bonuses, troubleshooting & conflict resolution, etc. 

The project is finished in 2006. 

February 2004 to January 2005
Operations Manager: Eurasia Press, Moscow, publisher of bi-lingual industry journals (Oil & Gas Eurasia, Eurasia Off-Shore & Eurasia Processing) and organizer of international conferences
Duties & Responsibilities
1. Managed Moscow financial operations, monthly financial reporting, billing payments & payroll

2. Created & controlled the fulfillment of operating policies and procedures

3. Supervised recruitment process

4. Supervised Company accountant, office manager and outsourcing functions
5. Negotiated with vendors & prepared contracts, service acceptance certificates and other supporting documents
January 2002 to January 2004

Administrative Assistant, Legal Department, Ernst & Young, Moscow

Duties & Responsibilities

1. Processed invoices for client billing

2. Amended, drafted and translated legal documents

3. Prepared manager & staff expense reports, timesheets of professional staff for client billing

4. Performed administration duties such as ordering and purchasing office supplies, to maintain adequate inventory of office suppliers for the functioning of the department

5. Performed other day-to-day activities (booking rooms for meetings, arranging courier and taxi services, travel including visas, all kinds of tickets, hotel reservations, etc.). Interfaced with other departments

Received one promotion in Ernst & Young.  Resigned from E&Y to accept a more challenging management position offer from Eurasia Press.  

July 2000 to January 2001

Processing specialist, TekhInvest Plus, Vladivostok, a stock market brokerage firm
Duties & Responsibilities

1. Prepared contracts, transfer orders and other documents required to execute the buying and selling of equity shares on the Russian stock market  

2. Represented TekhInvest Plus with the local Public Register, provided the Public Register with all documents 

3. Analyzed the local stock market, searched business partners

4. Managed general office duties such as organizing files, preparing spreadsheets, formatting documents, etc., translated (English/Russian) at business meetings  

Received one promotion in TekhInvest Plus.  Left TekhInvest to relocate to Moscow. 
August 1999 to February 2000

Translator, Lockheed Martin, Vladivostok in US Dept. of Energy funded project to recycle radioactive materials and nuclear waste.  
Duties & Responsibilities

1. Translated design documentation and cost estimates.  

2. I have general knowledge of design and construction projects.  

Temporary job:  Left Lockheed Martin when project was completed. 

Education

MBA

Candidate of Master of Business Administration, graduation, 2007, major, Management, American Institute of Business & Economics College (AIBEc), Moscow, Russia.  In December 2005 earned AIBEc’s Certificate of Accounting (demonstrated competency in accounting & finance).  

Undergraduate

Far–Eastern State University, 1995-2000, Vladivostok, Russia

Faculty of English Arts and Language 

Computer Skills & Financial/Accounting Programs

Proficient in MS Word & Excel, Access, Power Point, Time 2000, Quick Books, Lotus Notes, Microsoft Outlook 

Language Skills

Mother tongue is Russian, fluent in English (reading, writing & speaking), basic in German and introductory classes in Japanese

References and Recommendations

Available on request

