	Regina Khvatkina  

Date of birth: 24.11.1984

Contacts: regidon@gmail.com
EDUCATION:

2001 – 2008 

Russian State Trade and Economics University 

Faculty: Hotel business and tourism 

Qualification: Diploma in Economics and Hotel/Resteraunt  Management
1997 - 2000

Pedagogical College (Russia, Moscow)

Teacher of English language
WORK EXPIRIENSE: 

October  2009 – now  
Sankara kitesurfing academy (Vietnam, Mui Ne)
Kite instructor

· First two hours land lessons (short lines, foil kite, kite fly on the beach, kite set up, self rescue)

· Water lessons (body dragging, body dragging with the board, figure 8, water start)
· Riding downwind, upwind 

August 2008 – February 2009

Russian Representative for Focus Asia in Mui Ne, Vietnam

· ‘Meet & Greet’ with clients 

· Facilitator

· Sales Manager (Excursions)

· Crisis Management
· Events co-ordinator

· Dealing with language miss understanding (help tourists to coordinate with hotel staff)
October 2007 – August 2008

Personal  Assistant

Renaissance Capital (Investment Bank)

· Translating documentation, emails, conferences (from/into Russian-English)
· Co-ordinating international travel for senior management and company representatives
· Organizing of meetings and conference calls 

· Organizing of events for employees and investors 
· Accounts and Data Base Management
· Office administrative support 
August 2007 (temp project)
Assistant/ receptionist

East Capital (Investment company)
· Organization of meetings, business trips and conference 
· Office administrative support
· Translating of documents (from/into Russian- English language)
November 2006 – July 2007

Brand Manager assistant / Recruitment consultant
Kelly Services, CIS
· Translating candidates CV (from/into Russian-English), documentation, meetings with clients 
· Meeting clients

· Identifying potential prospects
· Working with database 
· Interviewing & Placement of candidates  
November2004 – August 2005 

Floor Manager 

“Pronto” Italian restaurant 

· Book keeping 

· Employee training 

· Trained to deal with conflict situations 

· Events management
· Managing of floor employees (15 persons)

March 2001– November 2004, 

August 2005 -  August 2006 

Manager, bartender, hostess 

Starlight Dinner (American restaurant)
· Book keeping
· Bar and floor management

· Employee training and management

	


OTHER SKILLS:

IT skills: MS Windows, MS Word, MS Excel,  MS PowerPoint, MS Outlook, MS Internet Explorer, Axapta Navision

Foreign languages: English (fluent), Russian – native 

Marital status: Single, no children

Hobbies & Interests:

Surfing, Kite-surfing, Horse riding, Swimming, Travelling, Reading

