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Profile
Customer operations specialist since March 2021, following a customer-support assistant role from July 2016 to February 2021. Experience covers B2B requests, order-information checks and coordination of responses. Maintains clear case records and distinguishes confirmed information from questions still being checked.
Experience
Customer Operations Specialist — Linea Office Systems, Moscow
March 2021–present
Responsibilities
Record B2B requests and check the information required for the next action.
Coordinate order and delivery questions with warehouse and service colleagues.
Maintain case status, responsible person and next response time.
Prepare recurring response notes for the team.
Achievements
Created an intake checklist for seven recurring request categories.
Organised 20 approved response notes by order and delivery scenario.
Helped three new colleagues learn the case handover process.
Customer Support Assistant — Volga Business Supplies, Moscow
July 2016–February 2021
Responsibilities
Receive telephone and email requests, record missing details and check order status.
Forward issues to the responsible specialist and follow the next response.
Maintain case notes and the team’s reference folder.
Achievements
Prepared a list of the information needed to investigate an incomplete order.
Consolidated the handover notes for five regular support situations.
Education
Bachelor’s degree in Business Administration — Moscow Business Institute
September 2012–June 2016
Skills and languages
B2B support; request intake; order checks; case records; cross-team handover; CRM; Excel.
Russian — native. English — C1, self-assessed. Dutch — A1, self-assessed.
Status and availability
Russian citizen based outside the Netherlands; no Dutch work right. Would require an applicable process. Available for online interviews. Office attendance, relocation and start date to be agreed after the necessary procedures.




