Kirill Finkelman

Date of birth: 03.06.1984

Address: 371B Mira Ave., Yuzhno-Sakhalinsk, Russia
Phone (home) 55-38-68,   phone (mobile) 8-924-284-48-91,

E-mail: kirillsakh@mail.ru, ICQ 361493699
Education:

	2010 – to date 
	Sakhalin State University

Environmental Management Faculty 
Environmental Manager

(extramural studies) 


	2008 
	“Active” Education Center

2-month Further Education Courses

System administration in Windows Server environment
System Administrator


	2002 - 2005
	Vladivostok State University of Economy and Services

Tourism and Hotel Management Faculty
Bachelor of Tourism and Hotel Services
 

	2002 
	Yuzhno-Sakhalinsk Technical School No.3
PC Operator


	1991 - 2001
	Yuzhno-Sakhalinsk High School No.6


Experience:
	23 March, 2009 – March 22, 2010
	Exxon Neftegas Limited

GREF IMS (Global Real Estate and Facilities Information Management Services 
IMS (Document Control) Assistant
Key Responsibilities
· Work in the Central Records Room of ENL Yuzhno Production Office.  

· Meet records management quality assurance requirements.

· Participate in records management projects and apply continuous improvement processes by implementing best practices.

· Assist in daily records management activities at the Central File Room to be in compliance with the Exxon Mobil Corporation Records Management Manual (RMM).

· Assist in working with active and inactive records, at onsite storage facilities.  

· Interface with OIMS Technical Documentation Clerks.  

· Assist departments/business units in various capacities.

· Understand Sakhalin-1 Project / ENL sensitive and vital information

· Understand ExxonMobil processes and standards particularly those related to information management.
 

	2001-2008
	Rehabilitation Center for Handicapped Children “Preodoleniye”
PC Operator


Skills:
	PC Skills 
	Advanced PC user (Windows 95 – Windows 7, Windows Server 2003, MS Office, Avery Design, Accutrac), 
Advanced office equipment user

	Language Skills
	Mean English skills


Additional Information:
	Personality
	Self-motivated, businesslike, goal-oriented, hard working, easy-learning diligent, fast learner



	Hobbies
	Hiking, snowboarding, photography

	Health Status 

	Physical Challenge Group II (employable)
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