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Phone +7 903-308-57-82

Career Summary

Work objectives: Fast and efficient translation services, delivery before deadline, always satisfied customers, standard prices, ready to work consistently as full-time and part-time basis.
Mother tongue: Russian
Translation languages: English – Russian, German – Russian 
Computer technology: MS Office, EDMS, FineReader, Trados 2015, Adobe Acrobat Pro etc.
 Work activity
29.01.2018 – 04.06.2021 AO “ROSSKAT”
Technical translator in procurement department

· Translate operating manuals, shipping documents, HSE papers etc.

· Editing contracts, additional agreements and annexes to them
· Place orders for spare parts
· Arrange invitations and proceed all the visa documentation for company guests

· Meet our company guests, take part in negotiations (consecutive interpretation)
· Proofread documents with focus on missing text, punctuation, grammar, adherence to instructions, proper use of glossaries/memory/reference materials
01.08.2016 –27.10.2016 technical translator “KROHNE GROUP”
· arrange meetings and take part in negotiations (consecutive interpretation)
· translate technical documentation (operating instructions)
· translate correspondence
06.2016 – 08.2016 translator “SMARTS” (part-time work)
· Translate legal documents (contracts, additional agreements etc.)
· attention to details
· good general knowledge of legal terms
18.07.2011-30.11.2011 guest relation manager “Matreshka Plaza” (within student time)
· to make sure that the guests are being greeted well and that they are being attended promptly 
· to oversee the duties of the front staff by monitoring the expected bookings
· to provide additional information to the guests about the tourist spots
Qualities and Skills
· Fluent (both written and verbal) English is essential with excellent and articulate communication (including confident and courteous telephone manner), interpersonal and presentation skills (Russian native speaker) 

· Ability to work independently as well as part of an effective team and build good relationships with all levels (including management) internally and externally

· Excellent organizational skills, able to manage and prioritize tasks and time efficiently, work effectively under pressure, and resilience to coping with conflicting demands
Education
1. International Market Institute (2009-2014)
Linguistic department

Bachelor of Arts
High education
2. Samara State Pedagogical College
English language department  
Teacher of English

(Graduate 2009)
3. Secondary comprehensive school №112 
1995-2004
Trainings Attended 

· German courses «Goethe Institut»
· German courses “Institut für Interkulturelle Kommunikation”  Berlin, Germany. [certificate]
Personal Traits
· Excellent team player with good communication skills

· Flexible with perfect co-ordination and presentation skills

· Able to demonstrate initiative, a self-motivated, proactive approach with a flexible attitude towards daily tasks and able to take responsibility
Volunteer experience

· NGO “Optima Study” volunteer, project coordinator “Education Fair in Samara” 
· Internship at №112 comprehensive school as Teacher of English.
