CURRICULUM VITAE: ELENA MAKSIMOVA
PERSONAL DATA

	Date of birth    
	- 08.07.1981 

	Phone
	- cell +7 (916) 764-06-13

	E-mail
	- Elena.O.Maksimova@gmail.com


EDUCATION

	2004-2006
	- Russian Commercial Institute.Business and Finance management.

	
	  Qualification - Economist-Manager

	1998-2003
	- Chuvash State University. Linguistics and intercultural communication.

	
	  Qualification - Linguist-Interpreter (English). Graduated with honors.       

	Trainings
	- Effective Presentation Skills (2006), Effective Communication (2006).


EXPERIENCE

	   May 2007 – current      
	Budget and Business Performance (BBP) Analyst

JSC “SUN InBev" (the largest brewing company in the world by production volumes)

Central and Eastern Europe Zone level, BBP Department

	ASSIGNMENT: provide and support link between regions (10 CEE countries) and Zone BBP Department in terms of capital expenditures (investment projects), management reporting, planning / forecasting.


RESPONSIBILITIES: 

  - Functional performance analysis with identification of key performance drivers and presentation to CEE Zone BBP Department; 

- Challenge, control of quality and correctness of periodic management information reports provided by regions’ Planning and Performance Managers;
- Driving and coordination of regions’ Planning and Performance Managers' initiatives and projects;
- Development of financial / analytical reports according to business requirements; analysis & discussion of management reports;  
- Coordination of Strategic Plan process, annual budgets preparation and quarterly forecasts;
- Challenging of budget assumptions provided by regions Planning and Performance Managers;
- Cascading to Functions the CapEx targets aligned to Company specific target;
- Analysis and challenge of all performance related figures (budgets, Last Estimate, 3 Year Plan, etc.) 

	
	

	Aug 2005 – May 2007
	Personal Assistant to Central and Eastern Europe Zone President (before that - at different times - to Senior Vice-President Supply; Operations Director; Plant General Manager)

JSC “SUN InBev", country level (Russia)

	ASSIGNMENT:  Provide full administrative support to direct manager

RESPONSIBILITIES: 

- Administrative support: arrangement of visas, tickets, hotels, transfers, making protocols during meetings, accompanying during   business-trips, expenses reports; 
- Oral/written translations;
- Communication with business partners on behalf of manager, support of confidentiality;
- Budgeting President's expenses for year 2007. Controlling the expenses compliance with Company budget policy.
- Organization of manager's working day, keeping the Calendar for meetings, notes and business-trips. 
- Business-correspondence, communication with Headquarters in Belgium, follow-up of manager's requests fulfillment;
- Consolidation of daily production reports sent by sites. 
- Expat-support: contacting with landlords, registration, everyday issues, etc…

	

	Jul 2003 –  Aug 2005
	Interpreter / Translator (and Acting as Administrative Assistant)
JSC “SUN InBev", brewery level (Novocheboksarsk)

	ASSIGNMENT:  Provide translation / interpretation of high quality. Provide full administrative support to direct manager

RESPONSIBILITIES: 

- Written translations (technical - equipment, production process, protocols, programs, spare parts lists, manuals…; financial  / legal - budgets, reports, letters of intent, contracts, customs documents…; correspondence); keeping and updating the database.

- Oral translations (during negotiations, conferences, meetings, presentations).
- Full administrative support to Plant General Manager (phone, messages, conference-calls, clerical duties, transfers, hotels, working time sheets, tickets, expenses reports etc...)


2001 - 2002                           During study in the university:  Operator in paging company, Trainee Inspector in Passport & Visa Department (Ministry of Internal Affairs, Chuvash Republic), Chair of Student Council. 

ADDITIONAL INFORMATION

	Personal computer  
	- Word, Excell, Outlook, ACD See, Power Point, Internet. Special programs: SHARP, HRB, EFAS


	Office equipment
	- Telephone, fax, copier, scanner, printer, beamer, conference equipment

	Skills
	- High personal organization. Business-etiquette. Time-management. Good organizational and administra-tive skills. Ability to prioritize, make decisions and work with limited supervision. Flexible, proactive.

	Personal
	- Polite, diligent, communicative. Being interested in new knowledge. Ready for changes and innovations. In good physical form. Without pernicious habits.



