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                         CURRÍCULUM VITAE

Natalia Marchenko
translator/interpreter
TRANSLATING EXPERIENCE : 9 YEARS
	Personal data 

Skype
Native speaker of
Rates

PAYMENT TERMS: 

Fields of specialization
	Date and place of birth: 01 /14/ 1978 in Zaporozhye (Ukraine)

Present address: Zaporozhye, Ukraine
Tel.: +38 (098) 223 51 56

e-mail:  natamar78@gmail.com, 
natamar777
Russian and Ukrainian. 
depend on deadlines and volume
PAYPAL OR BANK TRANSFER
Education, pedagogy, tourism, business, construction, agriculture, finance, law, commerce, marketing, metallurgy (foundry), technical documentation of home appliances (instructions, manuals), advertising.



	Education

	2007 - 2008        
	Qualification courses in “Management of Tourism”.
Certificate of Manager in touristic, hotel and resort services: Zaporozhye National University.

	1995-2001
	Diploma in Foreign languages and Literature, Concentration on English and Spanish languages teaching and Translating: Zaporozhye State University. 
Faculty of Foreign languages.   



	March 1999      
	computer courses (Word, Excel, Internet Explorer, Power Point, etc.)


	Work experience

	August 2008 - up to now   
	freelance translator from English/Spanish into Russian/Ukrainian and vice-versa

Recently done projects:

· Business-plan of bio-fuel production (Eng-Rus)

· Investment project for garbage recycling plant(Rus-Eng)

· Products catalogue (specialization: dry construction mixtures)(Ukr-Eng/Sp)
· Consortium agreement (Sp-Rus)
· Agreements, contracts, export/import documents (invoices, certificates of origin, certificates of quality, etc.) from/into Eng/Spanish

And others:

· Standard documents (passports, certificates of birth, certif.of marriage, certif.of divorce, diplomas, etc.), Legal documents (notary statements, power of attorney, etc.)
Software: MSWord, Excel, PowerPoint, Adobe Acrobat, Adobe Photoshop, Multitrans, ABBYY Lingvo 12, Wordfast.

	2007-2008
	personal Assistant of General Director at the company  specializing in production of dry construction mixtures.

	Duties:    
	· Reception of telephone calls, e-mails, correspondence and daily press
· Making out invoices and purchase orders, coordination of bank transference

· Organization and control of internal documents, archive

· Arrangement of agenda of meetings, business trips and other activities
· Realization of presentations, translations, coordination of correspondence and faxes

	2004 - 2007      
	Translator/Interpreter of English and manager in the department of external economic relations at metallurgical plant 

	Duties:    
	· translation of business correspondence and technical documentation; 

· preparation of documents for export/import;

· participation in negotiations with foreign companies, conclusion of contracts,

· organization and control over the shipment of products;

· control over products warehouse;

· searching for new customers and suppliers.

	Additionally:
	arrangement of business trips of the plant management (visa applications, reservation of tickets and hotels), reception of the representatives of foreign companies at the plant.

	2000-2003
	Translator of Spanish at Ukrainian-Spanish joint venture (producer of furniture and importer of sanitary ware, tiles, equipment for restaurants, bars and hotels, accessories for bathrooms, household appliances, etc.)                         

	Duties:   
	translation of business correspondence, technical documentation, documents for custom clearance (export, import), contracts, agreements, advertising materials, catalogues, brochures, participation in negotiations.

	1999-2000       
	English language Teacher at school.



