


 

performing collection process for the UK portfolio (100 customers)
delivering high level of customer service and participating in resolution of unclear

analyzing customer's accounts, following up on overdue accounts

Electrolux Poland
 AR Collections Specialist 
  Jun 2015 - Sep 2015

payments

executing  local HR processes (Hire to Retire) for Russia, Kazakhstan, Gabon,
France, Nigeria
being a focal point for Gabon
following existing policies and procedures, assuring high quality data privacy
preparing documents (e.g. Contracts, employment verification)
coordinating an internal audit for daily Team's operations
liaising with HR Business Partners, HR in the Country, and Line Managers
languages: Russian and English

Shell
 HR Advisor 
  Jan 2015 - Apr 2015

managing portfolio of assigned Customers (+2000) from Ireland and UK
collecting payments from Clients and resolving queries (via phone and email)
setting up credit lines and reinstating accounts
taking credit card payments via phone
conducting monthly internal audit for write-offs 
providing training for new joiners

Capgemini Poland
 Credit and Collections Analyst
  2013- 2014

organizing transportation for international participants (contact with vendors,

coordinating technical team 
being responsible for solving and managing technical issues in the venue
contact with participants via e-mail/phone

Kairos EME 
 Conference Coordinator

  2012 – 2013

research) in line with the approved budget

VOLUNTEERING

simultaneous and written translations
(sessions, discussions, workshops)

translating articles from English to Russian

 organizing and working at various youth
camps for in Poland and Ireland

Kairos EME | Interpreter and translator
2011-2016

Global Voices по-русски | Translator
 2013

Various organizations | Camp Tutor
2007-2016

performing collection process for North America and Latin America regions
approving and releasing new orders
managing projects for government customers (financial part)
setting customers’ credit lines, credit references
cash allocation and accounts’ reconciliation
creating invoices, credit and debit memos
preparing reports (monthly forecast, master files, orders on hold and other ad-hoc)
providing training for new employees
credit card payments processing

Motorola Solutions
 AR Specialist (NA & LACR)
  2015 – 2017

transition of all Credit Management processes from Swarovski International in Liechtenstein to Swarovski’s
HUB in Poland (incl. preparing Desktop Procedures, taking part in creating framework)
credit analysis of new credit applications, recommending and approving credit limits and payment terms for
existing/new customers, analyzing customer’s risk profile and payment performance
managing credit exposure and monitoring customers’ payments by releasing/blocking new orders
managing dunning procedure (leading monthly calls with accountants and Key Account Managers, making
decision on sending dunning letters, blocking customers)
performing collection activities for significantly overdue customers
preparing and monitoring payment plans for overdue customers
legal proceedings: initiating legal action, contacting and involving internal/externa lawyers (being first point
of contact with them) , following up on ongoing cases
preparing reports (bad debts, provisions, top overdue customers and other)

Swarovski
 Credit Analyst
  2017 

TRAININGS
Six Sigma 
Continuous Improvement
Project Management
Beyond Service Excellence
Credit&Collections Academy
Time Management
Stress Management
Emotional Intelligence


