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	Maria Vladyko:
	Desirable position:a technical writer, a personal assistant

	Salary:
	1000 usd per month

	Work type:
	Full time, from 9am-21:00 pm (UTC+03:00)

	tel:
	+7 (916) 5967560 (from 08:00 am till 20:00 pm)

	e-mail:
	mariavlady@mail.ru

	Personal information

	Education:
	Higher education

	A proffessional experience

	Period of work:
	December, 2015 – march, 2016 (4 months)

	Position:
	A personal assistant of CEO

	Company name:
	Russian Trade Production Company (“Nasha Mama”), Moscow

	Functions and achievements:
	- internal document management companies;

- receive calls;

- booking of air and railway tickets for managers and employees;

- everyday work in workflow system (Megaplan), development of file plans;

- accounting of organizational and administrative documentation;

- drafting of letters;

replies in English, chat on the phone in English;

- keeping minutes of meetings, organizing meetings;

- informing start time (postpone the meeting), is accepting visitors in foster leaders;

- organization of international insurance;

- scanning of documents;

control of document flow within the company;

- ordering office supplies.

	Period of work:
	May, 2015- October, 2015 (6 months)

	Position:
	An Office Manager

	Company name:
	LCI Group 

	Functions and achievements::
	Organization of smooth office work;

- execution of orders of the head;

- in the absence of the supervisor responsibilities

for the organization of work of Department staff;

- reception/registration of correspondence;

- reception incoming/outgoing calls;

- working with documents;

- maintain office expenses;

- schedule of attendance of employees.

	Period of work:
	June, 2014-December, 2014 (7 months)

	Position: 

Company name:
	A specialist of documentation department

 “Proton+Service”



	Functions and achievements:
	- printing documents from various formats;

- developing the technical documentation;

(User's Guides, Administrator's Guides);

- registrations of documents in archive;

- testing documentation for according the requirements specification;

- consulting with analysts and testers.

	
	

	Period of work:
	September, 2012 – May,2014 года (1,9 years)

	Position:
	A secretary

	Company name:
	"Eastar", LLC

	Functions and achievements:
	- Meeting visitors (tea/coffee),

- Working with the postal service express (courier booking, reception, registration, sending correspondence),

- Working with office equipment: scanning/printing/copying/receiving/sending faxes, e-mails

- Ordering a stationery, a water and electronic components;

- Registration of letters, writing a letters, queries

- Organizing document delivery to the companies

- Travel support (rarely), collecting visa documents, preparation for notarization, notarized

- Organizing a corporate mobile communication, insurance;

- Translation the technical documents from/to English/Russian;

- Communication with various companies;

- Researching prices for insurance, creating an Excel's reports with the results of researching

- Finding the typographys, problem definition;

- Calculating of cost for printing; making requests for accounts;

- Take part in an exhibition CSTB 2014 (communication with visitors), help in organizing administrative part and printing souvenir production (flash drives, pens, notes, bags), printed matter: brochures, business cards and broadsheets)

Skills: Word, Excel, Outlook, Power Point, Advanced English (fluent), drawing diagramms (Dia), Indesign, Photoshop, Acrobat, Garant, Consultant Plus.

	Period of work:
	February, 2012 –august, 2012 года (6 months)

	Position:
	A technical writer

	Company name: 
	Corporation “ELAR”, JSC "SATURN HIGH -TECH":

	Functions and achievements:
	Updated documentation templates in Word of the Software Saperion (user manuals for Gazprom, has created instructions for use with a Web application (in html code), the creation of software instructions on Saperion for the external customer.

	
	Work with testers, test navigators, Tablet PC, multimedia head units; creating reports on testing the user interface, check the correctness of the interface device, the English translation of technical documentation for the Russian language, based on the translation and testing, creating user manuals Adobe Indesign (layout of instructions), the creation of charts, tables, graphics devices in Adobe Photoshop and Adobe Illustrator, preparation instructions to print to pdf.

	Period of work:
	May, 2005-September, 2010 (5,5 years)

	Position:
	A technical writer

	Company name:
	"Master-Bank", г.Москва

	Functions and achievements:
	Create documentation for banking software, software testing, writing User Guide and Administrator Guide for programs: box office, billing, open foreign currency position, deposits, loans, credit cards, services of natural persons.

	Period of work:
	March, 2004- April, 2005 (1, 2 years)

	Position:
	A technical writer

	Company name:
	JSC "Diasoft ", г.Москва

	Functions and achievements:
	Development of manuals for software companies, translation of technical documents from English into Russian

	Period of work:
	February, 2002 – February, 2004 (2,1 moths)

	Position:
	A screenwriter

	Company name:
	Telecompany "Ricor", г.Москва

	Functions and achievements:
	Department of interactive formats

Creating different types of documents: instructions, manuals, business proposals, models of multimedia presentations, scripts of interactive programs, participation in exhibitions as a marketing director assistant (as a secretary), acting Department of interactive formats - 1 year, 1 year earlier, Department of interactive scripts.

	Education
	

	Educational institution:
	Moscow Institute of Linguistics 

	Period  of the education
	2010-2013 

	Level of education:
	Higher Education

	Faculty:
	Linguistics & International Communication

	Specialty:
	Linguist-translator, 

	Form of education:
	Correspondence

	
	

	Educational institution:
	Moscow Aviation Technology Institute by K.E.Tsiolkovsky 

	Period  of the education
	1995-2001 

	Level of education:
	Higher Education

	Faculty:
	Applied Mathematics and Computer Science

	Specialty:
	Engineer of Applied Mathematics and Computer Science

	Form of education:
	Day/internal

	
	

	Educational institution:
	The training Institute IPK of civil service (http://ipkgos.ru)

	Period  of the education
	April-June 2012

	
	“Business English with using PC”

	
	

	Educational institution:
	Specialist Training Center Bauman

	Period  of the education
	October –November 2015 

	
	Documentary support of management

	Key skills:
	

	English/Russian (fluent), translations Eng-Rus, Rus-Eng (Business English, Computer Science), and back with use: Smartcat, Memosource, MS Word (development of a set of project documentation and templates of documentation with using GOST-19.x and 34.x), work with schemes (Visio), presentations (Power Point), editing tables in Excel; Adobe Photoshop (basic skills of work with a photo), Acrobat (creation of PDF of files with a table of contents); Adobe Indesign (*.indd), Robohelp (converting documentation from\to *.chm, *.hlp, *.html), Microsoft Publisher (creating labels, visiting cards, business letters), Use of the Consultant Plus and Guarantor programs for writing of technical documentation for the bank sphere (instructions of the Central Bank). Collecting and verification of documents for carrying out registration actions and their giving in various organizations. Control of works as employees, their tasks in Megaplana, recording of meetings, the help in paperwork and preparation of documents for Schengen visas. Booking of hotels and air and railway tickets, I have the certificate on document flow, in work I use the program (workflow system - Verdox), I work with courier services, I keep office budget. I have had training of the manager of translation bureau on work with orders, I know a cycle of work with the order.


