Name, Surname
Address
: Sultanahmet Place – ISTANBUL / TURKEY
Gsm
: +90 (536) 123 45 67
Home
: +90 (216) 123 45 67
E-mail
: name@yoursite.com 
Web
: www.yoursite.com 
Personal Information:

Birth Location
: Turkey

Date of Birth 
: 01/07/1971

Military Status
: Not

Martial Status
: Not Married
Interests 
: Reading, Traveling and Classical Music.

Objective:

I want to utilize my knowledge, skills and professional experience in order to contribute to the growth of my company while improving myself.
Education & Training

Academy Istanbul 

· English and intensive training for Executive Assistants Programs, 1988 – 1990
Beşiktaş Atatürk Lisesi

· 1982 – 1988
· Coaching (2003)

· Manage your manager (2002)

· Training for Executive Secretaries (1998)

· Top priority to Human (1997)

· Tömer Language Course in German (1994-1995)

· EF International Language School, England (1992 for 3 months)



Job Skills:

Computer Literature 

· Ms Office Programs, Lotus Notes, Oracle Applications
Foreign Languages       

· Advanced in English, Elementary in German & French

Experience:

XXX A.Ş.

Executive Assistant to V.P. Strategy, Business Development, V.P. Communications and 

Regional Director, Information Technology, 08.07.1996 – 31.12.2003

Scheduling weekly agenda for all executives, coordinating meetings and conference calls, arranging and analyzing travel schedules and accommodations in Turkey and abroad, organizing meetings and seminars within XXX Group (for 2-150 people in Turkey and abroad). Ensuring precise communication with executives when they are away on business trips. Keeping and updating daily, monthly sales and stock exchange datas and distributing to departments of XXX Turkey. Following up the incoming and outgoing mail and report traffic. Being responsible for the personal bank accounts in Turkey and abroad for each V.P. and preparing daily reports for them. Give full support to any work related projects for the department members. 

ABC INTERNATIONAL

Executive Assistant to BOD Members, 01.10.1990 - 30.05.1996

Prepared the documents for BOD, General Assembly meetings, maintained and updated office records, directories, schedule meetings, prepared agendas, coordinated heavy telephone and mail traffic for the members, was responsible for the travel arrangements for the company. Managed the liaison between the members of BOD, arranged the management meetings, prepared all of the documents in the efficient and confidential order.
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