20 Bakhtrioni str, Tbilisi, 0194, Georgia


Cell: (+995 599) 22 32 32
E-mail:  sopo_belqania@yahoo.com
LinkedIn:  http://www.linkedin.com/in/sbelkania
S O F I K O B E L K A N I A
PROFESSIONAL
EXPERIENCE

March, 2017 up to present - The Ministry of Labor, Health and Social Affairs of Georgia
Head of HR Management and International Relations Department
· Lead the process of formulating and implementing HR policies and procedures that are in compliance with Georgian legislation and which are aligned with the vision and strategic objectives of the Ministry

· Providing oversight of HR support across areas such as employee recruitment, employee relations, performance management, employee engagement.

· Partnering with the heads of departments to support them in achieving short and long term organizational objectives

· Support Minister and Deputy Ministers in strategic engagement with other government entities, donors, local and international non-government partners.

· Participating in development of new programs, initiatives, structures within the Ministry. 

· Facilitation of International reporting process within the Ministry

· Coordinate the Universal Health Coverage Partnership activities within the ministry to assure timely and smooth implementation of the UHCP action plan with WHO regional office for Europe

· Coordination of the Ministry's relations with donors, diplomatic corps, consulates, overseas with Georgia's missions, international organizations and their secretariats, international institutions, overseas countries

March, 2013 – February, 2017 - The Ministry of Labor, Health and Social Affairs of Georgia
Assistant to the Minister

    Establishing and maintaining secretarial systems, including data management and filing;

    Screening phone calls, enquiries and requests, and handling them when appropriate;

    Meeting visitors at all levels of seniority;

    Organizing and maintaining schedule and making appointments;

    Dealing with incoming email often corresponding on behalf of the Minister;

    Supervising National Training Center under the management of the Ministry
    Producing documents, briefing papers, reports and presentations;

    Liaising with citizens and implementing partners
    Participating in development of new programs, initiatives, structures
July, 2011 – February, 2013   Georgian Industrial Group (GIG) Tbilisi, Georgia

Administrative Secretary
    Ensured correspondence management

    Arranged external and internal meetings and workshops

    Arranged logistics for foreign visitors

    Responsible for the minutes of meeting compiling

    Translated incoming and outgoing business documents

    Responsible for top management’s logistics and meetings arrangements

    Responsible for company’s event management

    Performed variety of administrative and procurement duties

October, 2009 - October, 2010     World Vision International in Georgia     Tbilisi, Georgia

Receptionist (Intern)

Ensured smooth communication within and outside the office via telephone, fax, email when necessary

    Provided translation and interpretation assistance


Involved in coordination of all procurement Procedures including Invitation for bids, Tenders and etc

    Performed a wide variety of executive secretarial and administrative duties

    Assisted in supervision of organizing conferences and trainings

September, 2008    IRC - International Rescue Committee
Interviewer (Volunteer)
    Awareness rising among IDPs’ on hygiene issues

    Entering collected data into data-base
ACADEMIC
EDUCATION


2005 – 2009 Tbilisi State Medical University, Public Health, BA 2009

TRAININGS AND
SEMINARS

    2008 - EU Youth Parliament Regional Session                                                  Kiev, Ukraine

    British Center – English language course
    International Rescue Committee – Training in supporting hygiene among IDP’s in hygiene

issues, Certificate 2008

    2009 - Tallinn Summer School – English language course                           Tallinn, Estonia

    2013 – Training Center “Soft Line Georgia” - Microsoft Project 2010
    2014 – Certified Course in Health Law and Management at the School of Law and
Economics – Georgian Institute of Public Affairs (GIPA)
LANGUAGES           Georgian – native English – fluent Russian – fluent

COMPUTER
SKILLS

Windows 9X, MS Office, Internet, E-mail, Lotus Notes, Outlook, Microsoft Project

REFERENCES          Mr. David Sergeenko
Minister - Ministry of Labour, Health and Social Affairs in Georgia
E-mail:  dsergeenko@moh.gov.ge
Cell: +995 577 22 32 22
Ms. Teona Baghaturia-De Korte
former Administration Manager  - World
Vision   International in Georgia; E-mail:   tbaghaturia@gcfund.ge Cell:  +995 599 17 41 17
Currently HR Director at Georgian Co- Investment Fund.


Ms. Natia Turnava
Former Administrative Director – Executive Board Member – Georgian Industrial Group E-mail:  nturnava@fund.ge
Cell: +995 577 42 44 41
Currently Deputy CEO at State Partnership
Fund
