IGNATOVA ELENA

Mobile: +7 (916) 651 5015
elena.v.ignatova@mail.ru
PROFESSIONAL EXPERIENCE

Project Coordination

Manage and coordinate the administrative activities of  “BBDO Group” and “Baker Hughes” Moscow office & Regional offices . Work with  VP-s and Division heads  to maintain and control productive and efficient daily office operations.
· Office market regular research, work with Real Estate agencies & Real Estate Houston  group searching for the new office facilities for BH Moscow office.  Preparing options for the potential office move. Price comparison for Moscow office lease. 

· Land-lord  relations –  Sign new and extend current office leases, rent terms negotiations. Resolve long-term and day-to-day problems related to the current office premises, maintenance & repair of the building. 
· Expansion at the current office complex – negotiations with the landlord, working with the corporate architect on the floor layout, coordinating the build-out of the new premises in the current office complex, including relations with the construction company, IT & telephone connections, furniture providers, cleaning, etc..

· Prepare and present Year & Quarter Facility budges for Moscow & regional offices. Control facility costs on monthly basis.

· In - Office moves -  coordination between BH Divisions/Aerostar/Construction company/Moving company/Corporate Real Estate. Prepare and control budgets for the project.
· Technical & administrative support of the office, organized lunches for the employees,  work with  furniture, stationary, food & water suppliers, telecom and IT providers., etc.
· Worked out General Office Rules & Procedures. Implement and control office rules observations, external/internal visitor's procedures. Worked out  BH Moscow office security rules.

· Organized mail room and  set up rules for the document turnover in Moscow office
· Vendor management – work  with office suppliers (stationary, household equipment, office equipment, catering companies, telecom providers, etc..) and servicing companies to make sure BH obtains the best services for the appropriate price. Organized tenders, vendor selection. Actively negotiate, review and approve contracts with providers
· Organized and supervise security services for BH Moscow office (both office guards and technical part)  
· Organized Travel Center at the Baker Hughes Moscow office, including visa support services for Moscow visitors & local employees, air & railway tickets, transportation/hotel booking group. Tender was organized for the best Travel services provider. 
· Fleet administration – developed & implemented the Scheme of ordering transportation for BH Moscow office. Developed  & monitored the most cost effective method to reduce taxi expenses and drivers expenses. Supervise office drivers services & outside taxi companies. Organized tender for insurance services for BH car pool both in Moscow & regions.
· Main coordinator of Corporate events (New Year Party, Boat Party, etc..) and support of  Executive Corporate business meetings.
· Neftegaz Oil Show office main admin coordinator.
· HS&E at the offices:
-  Total rewrite Evacuation procedures & Crisis Management Plan applicable for Russia. Keep it updated and ready to use.

- Make sure that Moscow facility is in line with Russian HS&E legislation and up to corporate HS&E standards. 
- Arranged and reviewed of the Moscow office audit.  Regular Committee meetings were called (on monthly basis). 

- Observation card system was introduced to all personnel. Observation card training was provided to all BH Moscow office employees.
- First Aid, Fire Marshal & other required trainings  for the office employees.
· Coordination and support of legal status of Baker Hughes expatriates in Russia and obtaining  Work Permits for Baker Hughes expatriates. 
· In coordination with the lawyers & AmCham in Moscow supervising business & work visas for Moscow office permanent expats. Determine the most effective ways for obtaining visas/registrations of Moscow office expats.
Reporting employees: head of receptionists, receptionists, office managers,  assistants, drivers,  kitchen ladies (incl. cleaners), travel / visa agents, interpreters. Totally 22 persons.
HIGHLIGHTS OF QUALIFICATIONS

· Excellent communication skills: have received the best cost effective package of services for conferences in Moscow Country Club and Marriott Hotels.
· Good knowledge of Moscow office real estate market & prices. . During negotiations with the current landlord rent price for Moscow office was reduced by almost 50%.
· Strong organizational & admin skills  for the office moves & other projects.
· Have good contacts with prominent Moscow hotels & office services providers.
· Strong experience in administrative support for  VIP guest’s visits. 

WORK HISTORY

September 2012 – May 2013 BBDO Group – Administrative Director
June 2003 – August 2012
 Baker Hughes Russia B.V. – Facility Manager
 (actually – Administrative director)
Dec.2002 – June 2003
Baker Hughes Russia Inc., Office manager – Moscow, 

Administrative assistant 
Sep.2002 – Nov.2002         Motorola GmbH  - “Road Show” project coordinator

Aug.2001 – July 2002       Lovells CIS – Managing Partner personal assistant

2000 – 2001   
              McDonald’s – Vice President and CEO Executive assistant

1999 – 1999 
             ECM Productions/Procter&Gamble –Project coordinator and interpreter

1994 – 1999                       Procter & Gamble – District Manager Assistant in Customer Business 

             Development 

1990 – 1994
             Higher Commercial Management School of the Ministry of International 



             Economic Relations – Rector’s assistant

EDUCATION

Baker Hughes, Procter & Gamble, McDonalds, Lovells, Baker Hughes Corporate  training’s – Time Management,  Initiative and Follow through, Working Effectively  with others, English advanced course, etc.
HS&E courses – First Aid Training, BH Corporate HS&E trainings

Computer courses    - Excel Perfect, Word Perfect; Cassiopea, Lotus notes, Outlook

Moscow Institute of International Relations – International economic relations;

Technical mastery School # 127 – Secretary-typist with knowledge of English language.

OTHER QUALIFICATIONS

English
- fluent;

Computer skills – McOffice (Word, Excel, PowerPoint), Lotus, Outlook, File Manager, Cassiopea, WebView, Groupwise, Interaction

Valid driver’s license.

