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   Magdalena Sajnaga                              
      e-mail: sajnaga@yahoo.co.uk
      Mob. +447762257795
 PERSONAL STATEMENT 

My long term experience in the telecommunication  industry as well as managing and marketing experience  has  taught me how to meet and exceed each customer's expectations . Teach me effective leadership and management principles and practices; as well as principles and practices of budgeting (operating and capital), communication, contracting, human resources, information technology, public relations, project management, and outreach, performance standards, telecommunications, and records management, resources to achieve outcomes and expectations.
     EMPLOYMENT

PA and Office Manager, ARKADA Ltd., Poland

01/01/2001 – 01/01/2004


ARKADA Ltd. is a polish telecommunication company. 


Key Achievements:

· Managing 10 people office team. Preparation payroll and wage slips.
· Mapping and design documentation for telecommunication sectors. 
· Performed day-to-day product sales, marketing, and service activities
· Design, develop and implement robust executive support systems for the Executive Branch office

· Responsible for group’s overall budget and business plans are developed and managed cohesively

· Responsible for the management of administrative support staff in Executive Branch; including recruitment and performance management
· Scheduling travel itineraries, organizing conference calls/board meetings,

· Creating expense reports, and logging legal documentation.

Branch Manager, ARKADA Ltd., Edinburgh

02/01/2004 – 01/03/2008


Key Achievements:

· Developing Consultants, provides leadership, motivation and strategic direction to a multifaceted team

· Design, develop and hosting Company website
· Ad-Budget - Planning/Writing, Setting, executing and monitoring budgetary constraints
· Finance & Margins

· Plans project time, people, finance and associated resources to satisfy requirements

· Identifying Key Accounts

· Business Networking (once a Quarter), 

· Growth of Overall Branch Business

· Promote – In-house network 

· Negotiate quality business deals and write proposals, tenders and supplier agreements, negotiate rates and fees, close deals

· Interview and recruit branch staff, induction of new recruits, staff training, 1:1 training and meetings, coaching , support and objective setting

              Project management facilitates the need for clear communication in relation to required goals      

              Demonstrable success in motivating project teams to achieve full project and staff potential 

              Proven strength and capability in team management, development and mentoring 

              Agrees project time scales and deadlines

· Making an effective contribution to projects from conception through to completion and evaluation – adopting a variety of project management tools and techniques

· Maintains liaison with project staff, suppliers and contractors

· Agrees and delegates project activity

· Knowledge of project planning tools and techniques, such as MS-Project

· Checks, measures and reviews project progress and associated staff performance

       Marketing and E-commerce Manager, BOSSA Ltd. ,Edinburgh

04/03/2008

Key Achievements:

· Managed online marketing promotions, branding campaigns, and marketing– including direct mail, email marketing, sweepstake and incentive programs.

· Presented monthly calls and monthly meetings with marketing teams, ensuring strategic alignment and budget approval for

marketing and PR campaigns.

· Interacted with internal and external agencies to ensure creative, promotional programs, web enhancements, and marketing communications aligned with company strategy.

· Create  and develop a specific company  website,  and targeted email campaigns reaching 3 million email addresses.
· Drove online bookings by creating tactical consumer packages.

· Responsible for planning, developing, executing and overseeing marketing and promotion initiatives for the BOSSA Ltd., including long term strategy in addition to providing oversight and direction to short-term campaigns.

· Created and led company’s marketing strategy, resulting in guest satisfaction performance, share of occupancy, and increased average

daily rate.

· Managed joint marketing programs, including consumer getaways packages and customer loyalty programs.

· Managed marketing and branding budget, supporting online marketing, emails, promotions overall branding.

· Created completely new team, working methodology and processes to support a growing business. Result was having the time, people and know-how to aggressively grow the business.
       Front Desk & Reception Manager, Magwa Group, Thistle Hotel, Edinburgh

04/05/2008

Key Achievements:

· Managed online marketing promotions, branding campaigns, and marketing– including direct mail, email marketing.

· Interacted with internal and external agencies to ensure creative, promotional programs, web enhancements, and marketing communications aligned with company strategy.

· Create  and develop a specific company  website,  and targeted email campaigns reaching 3 million email addresses.
· Drove online bookings by creating tactical consumer packages.

· Created and led company’s marketing strategy, resulting in guest satisfaction performance, share of occupancy, and increased average daily rate.

· Manage booking system.

· Responsible as well for Cleaning Managment. 

   KEY SKILLS 


  Technical Skills


· Microsoft Programs: Office  XP, 2007 – Word, Excel, Power Point, Outlook Express

· Graphics programs: Photo Shop, CorelDraw, AutoCAD – basic

· Oder programs – Adobe Web Premium CS4 Package, Photoshop CS4, Macromedia Dreamweaver, Flash CS4, Fireworks CS4, Contribute, Internet Explorer
· ASP.NET, C#/VB.NET,
· Database Development SQL Server (T-SQL)

· XHTML, CSS, XML
       Personal Skills

Provide the leadership and management of the department through coaching, empowering and facilitating employees working in a team environment;  focus on providing high quality customer service to internal clients; 

Conceive, express and promote a “vision” and strategic direction in information management systems, local area computer networks, telephone systems, voice, video, and data telecommunication systems, Internet and intranet systems and information systems support;  Create a culture that is conducive to change; 

Select, recruit, retain, develop and motivate a skilled and talented workforce where everyone knows their mission, role, job; and goals and objectives are clear in order to create an organization that delivers excellent customer service through ethical leadership standards, establishes an atmosphere of respect for employees; 

Manage complex projects that further the long term objectives and the departments by identifying which quality standards are relevant to the project and determining how to satisfy them, by evaluating overall project performance on a regular basis to provide confidence that the project will satisfy the relevant quality standards, and by monitoring specific project results;  Build constructive relationships by promoting effective partnerships with department peers, consumers and employees; 

Represent and speak for the department and its work, e.g., presenting, explaining, promoting, defining, and negotiating with those within and outside the department by making clear and convincing oral presentations to individuals and groups, by listening effectively and clarifying information, by partnering effectively on the design of automated citywide systems and by facilitating an open exchange of ideas; Analyze situations and exercise good judgment; 

Exercise good judgment in structuring and organizing work and setting priorities, balancing the interests of clients and readily readjusting priorities to respond to customer demands; Make sound technical decisions concerning information systems applications and performance as it applies;

         Languages:   Polish – fluent – writing, listening, reading

                        English – fluent– writing, listening, reading, listening

                        German – basic – writing, listening, reading, listening

     EDUCATION

	University of Nicolaus Copernicus,Poland
Master in Marketing and Management – 2005
Master in Managment and E-Commerce – 2005 


	
	University of Nicolaus Copernicus, Poland

Bh in Computing (design and networking) – 2003
Master in Computing (design and networking) – 2005 


	
	
	

	WSB, Torun, Poland

Diploma in Public Relations - 2004

	
	


      PERSONAL INTERESTS

                  Computing, digital photo

     REFERENCES

              References are available on request. 

