Valentyna Palamarchuk
13700 Valley View road, apt. #347, Eden Prairie, MN 55344
Phone: 612-702-8793

E-mail: p.valentyna1975@gmail.com
Experience:

Executive Assistant to the CEO of the TV Network Company, TVi. Kiev, Ukraine. Feb 2009 – Nov 2009.

     Organized and maintained a good flow of business of the executive. 
     Supported business deals and transactions on the highest level. 
Projects Coordinator, Suspilnist Foundation.  Kiev, Ukraine.  Jan. 2008 – Sep. 2008.
     Report to the Head of the Foundation. 

     Facilitate conferences and events, and communicate with partner organisations.   

Parliamentarian Assistant, Our Ukraine Political Party HQ. Kiev, Ukraine. Apr. 2007 – Jan. 2008. 

     Reported to a Member of Parliament, and an Aide to President of Ukraine. 

     Managed schedules, communications, and public engagements. 

Executive Assistant to the Head of Secretariat (Chief of Staff) of the President of Ukraine, 
Office of the President of Ukraine. Kiev, Ukraine.  Sep. 2005 – Nov. 2006.
     Reported to the Head of Secretariat. 
     Drafted documents for and correspondence for the President of Ukraine.  
Executive Assistant to the Vice Prime Minister of European Integration, 
Cabinet of Ministers of Ukraine. Feb. 2005 – Sep. 2005. Kiev, Ukraine. 

     Reported to the Vice Prime Minister. 

     Raised to the Seventh Rank, Third Category of Government Service. 

Customer Service Representative. TK-Maxx.  London, England.  Sep. 2003 – Aug. 2004. 
     Offered a managerial position.  

Administrative Assistant to the President of Charity Association. Kiev, Ukraine.  Sep. 1997 – Sep. 2003. 
     Carried out Administrative duties.  

Social Worker. City Council. City of Sarny, Ukraine.  Jun. 1992 – Aug. 1993. 

     Effective team member. 
Education:

Institute of Social and Cultural Relations. Kiev, Ukraine. 
     Bachelor of Arts in Psychology, June 2010. 
National Democratic Institute. Warsaw, Poland. 
     Certificate.  Programme of Human Resource Development. 2006 
London Academy. London, England. 

     Certificate.  English – Cambridge Advanced. 2004  

Croydon’s College.  London, England. 

    Certificate. 1997 
St. James International College. Kiev, Ukraine.


     Teaching Diploma.  1996 
Skills:

     Excellent Interpersonal, problem-solving, and PR skills; 
     Effective communication in multicultural environment; 
     Highly motivated, enthusiastic, and a quick learner; 
     Organized, reliable, hard-working, and trustworthy; 

     Always made my boss look good; earned great commendations; and parted company on good terms. 
