                                                          KONSTANTINOS PETRAKIS 
                          10 Kondylaki Street, P.C. 41305, Heraklion, Crete, Greece    
k.petrakis@gmail.com                                                          linkedin.com/in/konstantinos-petrakis


SUMMARY
Business Administration Professional who is self-disciplined, well-organized, and versed in many areas of management, accounting, marketing, administrative, sales, and customer service. Detail-oriented employee with great communication skills. Ability to think creatively and apply research-based development strategies can add to the expansion of your target market and increase in profits.

HIGHLIGHTS
	· Computer literacy
· Fluent in English
· Supervising, Delegation and Team Working
· Time Management skills
· Working well under pressure
· Great analytical and organisation skills
	· Record keeping and Data entry
· Project Management
· MS Office Skills
· Customer Service
· Results oriented
· Problem-solving abilities


EXPERIENCE
BTM GROUP  - Business Administrative Assistant
Jan. 2020 to June 2021    25 Aristotelous Street, PC. 43009 – Athens
· Performed responsibilities in accordance with all Company standards, policies, and procedures
· Established efficient productivity through assistance from department supervisors.
· Prepared reports for management and accounting. Provided logistical and technical assistant to the management team.
· Delivered exceptional service by greeting and serving customers in a timely, friendly manner.
Food and Beverage Assistant
Feb. 2018 to May 2019   Mary’s Bar and Grille – Hersonissos, Crete
· Assisted guests with making menu choices in an informative and helpful fashion
· Maintained knowledge of current menu items, garnishes, ingredients, and preparation methods
· Promptly served all food courses and alcoholic beverages to guests
· Answered questions about menu selections and made recommendations when requested
EDUCATION
2022 – present    BA (Hons) in Business Administration and Tourism, Hellenic Mediterranean 
                             University, Crete
2019-2022            High School Leaving Certificate, 3rd High School of Heraklion, Crete



