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CV
Alina Azarenko

1 Baron Road, RM8 1UB
Mobile: +447353794961                    Email: alinapopikkk@icloud.com

Personal profile 
Looking to obtain a position as a Personal Assistant or Business Assistant in a dynamic and professional environment where I can apply my creativity, organisational skills and communication abilities to support business operations and contribute to success.

Skills & abilities
• Strong organisational and time-management skills
• Creative thinking and problem-solving
• Digital content creation and social media awareness
• Teamwork and collaboration
• Customer service and interpersonal skills
• Ability to multitask and work under pressure
• Attention to detail and willingness to learn

Education 
University of Wales Trinity Saint David (UWTSD), London
Certificate of Higher Education (CertHE) – Business Skills for the Workplace
February 2026– Present

Donetsk National University Economic and Trade, Ukraine
Bachelors and Master’s degree in Food and Restaurant technology September 2021- December 2025 





 Work experience
 
Waitress – Tiramisu restaurant    Nov2024- Oct 2025
Monitored project progress and identified potential roadblocks, proactively communicating with project teams to keep projects on track.
Creative specialist – SBC Digital    June 2023-Oct 2024
• Created creative digital content to support the company’s online presence.
 • Assisted with developing ideas for digital campaigns and promotional materials.
 • Helped prepare visual and written content for online platforms
 
Barista- Kramatorsk Hotel	Apr 2020- March 2022
Assisted in cross-functional teams to successfully deliver multiple projects on-time and within budget.
 
Interests
Outside of work and study, I enjoy travelling, discovering different cultures and meeting new people. I also have an interest in personal development and enjoy learning new skills

References: On request





Alina Azarenko
 1 Baron Road, RM8 1 UB
 
Swanson Reed
1 Northumberland Avenue, Westminster, London
WC2N 5BW
+442032899962
19.10.2016

Dear Hiring Manager,

I wish to apply for the position of Personal Assistant or Business Assistant. Please find my CV attached for your consideration.

I have experience in the digital industry, having worked as a Creative Specialist from June 2023 to October 2024. I believe my creativity, organisational skills and communication abilities make me a suitable candidate for this role.

During my previous role, I was responsible for creating digital content, developing ideas and collaborating with colleagues to complete projects. This experience helped me develop time management, problem-solving, teamwork and attention to detail. My current studies at the University of Wales Trinity Saint David have also helped me develop my understanding of business, management and communication.

I am a motivated, reliable and adaptable person who enjoys learning new skills and taking on responsibilities. I am confident that I can support daily business operations, communicate professionally with clients and colleagues, and contribute positively to your organisation.

Thank you for considering my application. I look forward to the opportunity to discuss my suitability for this position in an interview.

Yours faithfully,
Alina Azarenko
 

Job advert

The Position
Swanson Reed is looking for an admin assistant to support our team in the UK.
The job will consist of: 
· Admin support
· Project management
· Blogging
· Assistance with the development of R&D plans
· Keeping up-to-date knowledge on the R&D tax credit
· Assisting with webinars and online marketing
You will receive on the job training and guided until you are fully competent.
Location
Trafalgar Square office, London
Requirements
· You possess working rights in the UK
· Administration experience desired.
A self-starter with an inquisitive mind who demonstrates a committed and flexible approach will excel in this role.
Hours
This role is part time, up to 20 hours per week.
Remuneration
The pay rate is £20 per hour.
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