Anatoliy Solnyshkin

3960 Wellington street, app. 204, Montreal, Quebec, H4G 1V3 
Cellular: 416-451-2040, Email: anatoliy.solnyshkin@gmail.com 
EDUCATION
	2014 – 2015

LaSalle College, Montreal, Canada.
	Logistics and Transport (A.E.C.).

	2011-2013
University of Massachusetts -Amherst.

	Master of Public Policy and Administration 


PROFESSIONAL EXPERIENCE
	Assistant to Logistics Coordinator 
Primax Technologies Inc., Montreal
	           October 2013 – September 2014



· Communicated with vendors to ensure all shipments are delivered;
· Communicated shipment discrepancy with vendors and worked towards quick resolutions;
· Identified and allocated shipments to proper inventory locations;
· Communicated shipping information to customers and/or suppliers;
· Coordinated the movement of all freight inbound as well as outbound;
· Prepared invoices for all customers, researched and resolved billing disputes;
	Administrative Assistant to Financial Consultant
Toronto, Ontario, Canada
	           September 2012 – September 2014



· Clients’ database maintenance/ update and review/ data entry;

· Collection of invoices and financial documents, receipts; digitizing.
	Pacific and Asian Affairs Council, Hawaii, USA
	        May 2012 – September 2012

	Intern: Administrative assistant and Fundraising
	

	· Provided administrative support to all program directors; 
· Compilation of the proposals for Donors;
· Developed presentations for the Council;
· Fundraising;

· Maintained and updated Membership and Contributors’ database;

· Performed financial reporting on travel expenses for participants and mentors;


	SOROS Foundation Kazakhstan (Open Society Institute)
East-East: Partnership Beyond Borders Program Coordinator 
	           January 1999 – July 2011


· Coordinated the program from strategy to raising community awareness;

· Searched for partners, co-financing donors and technical assistance; 
· Solicited project proposals from NGOs and individuals;

· Assisted the applicants with proposals, budgeting, logistics and reporting; 
· Booked tickets, accommodation, and transportation in the Eastern Europe;
· Final reporting on financial and project results in the database.
COMPUTER AND OTHER SKILLS:
· 10+ in administrative work and coordination;

· Proficient in MS Office, Power Point, Saber, Access, Stata, etc.;
· Self-starter and team player/ strong interpersonal and communication skills;

· English, Russian, French, German.
References available upon request
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