CONTACT

Phone

773-951-9067

Email

tihongalina@gmail.com

Address

218 SW 8th St, 33136

SKILLS

ORGANAZING

CONFIDENT AND
PROFESSIONAL MANNER

EXCELLENT MEMORY

REMAIN CALM UNDER

PRESSURE

STAFF COLLABORATION

ERRANDS

TRAVEL COORDINATION

CHILD AND PET CARE

LANGUAGES

ENGLISH
ROMANIAN
RUSSIAN
SPANISH
FRENCH
PORTUGUESE

advanced
native
advanced
fluent
fluent

intermediare

Galina Tihon

PERSONAL ASSISTANT

A highly motivated, confident individual with exceptional multi-tasking and
organizational skills. Able to exhibit confidentiality, discretion, tact, diplomacy and
professionalism. Possessing a proven ability to help executive's time by dealing
with their secretarial and administrative tasks. Ready and qualified for the next
stage in a successful career. Currently looking for a suitable PA position with
ambitious company.

EXPERIENCE

2019-2023
Executive Personal Assistant
Manage schedules and co-ordinate electronic diary and schedule
commitments to ensure maximisation of the executive’s time efficiency,
including the management of travel itineraries for domestic and
international travel.
Coordinate all travel domestic and international, engagements and

meetings, including accommodation’s, dining, cater meetings space, and all
logistics

2018 - 2019
Marketing Specialist, SixBits Media, Chicago

Assisted clients with business plan, advertising, remodeling, and

marketing, increasing monthly sales from $8,000 to $25,000 in 10
months.

Created test ads for target audiences and tracked results to inform
market research and campaign planning.

Crafted concept and content for Instagram Ads, direct mail campaigns,
and Facebook that led to 34% growth in total social media shares and
27% increase in website traffic from social media posts.

2014-2019

Private Tutor

Offered students personalized educational, behavioral and emotional
support.

Engaged students and made lessons entertaining to hold interest and
encourage learning.

Emphasized importance of good study habits and devised homework
schedules to assist students in implementing tailored study plans.

EDUCATION

Paralegal Studies, DePaul University, Chicago
August 2017 - February 2018

Law University of Geneva, Geneva, Switzerland
August 2010 - May 2014

Interior Design, Decor Stil, Moldova

March 2022 - June 2022

Medical Assistant, Malcolm X College

August 2018- July 2020



