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Ukraine, Kyiv, 

Tel . +380632901532; +39 351 83 803 90
E-mail: Svetlana.kudil@gmail.com
Skype: Svetlana Kudil

Education

· 1996-2000 Bachelor’s degree in philology (English and French languages, literature) at Zaporozhye State University, Ukraine; 

· 2000-2001 Degree of Specialist in philology (English and French languages, literature) at Zaporozhye State University, Ukraine;  

· January 2014 “Language and Business Trainers”

Turkish language course, Certificate A-2
· September 2015– November 2016 – Course of Italian language, A1-B1
Professional skills 

PC confident user, touch typing skills, driving license.
Usually applied programs: MS Word, Excel, Power Point, Trados 11, Transit, PDF, Fine Reader. 

Languages knowledge: 

English (fluent)

Russian (native)

Ukrainian (native)

Turkish (good)

Italian (good) 

French (basic)

Personal data and skills 

Date of birth – 12.03.1978

I always make my best to develop my skills and knowledge. Flexible, responsible, and taking initiative if job conditions require it. Good team worker. Good analytical capacity, allowing to distribute time and tasks, set priorities and arrange options for implementing given tasks. I guarantee confidentiality of job-related information.  Ready for business trips and new knowledge.
Experience

October 2018 – till now employed at “Passione Italia Travel”, Account Manager for Ukraine and Russia.

- finding and establishing contacts with perspective clients in Ukraine and Russia, collecting and systemizing clients-related information;

-- developing strategies for improving the company’s sales rates;

- meeting with partners in order to present the product of the company (web-site), assist in registration, instruction on the web-site navigation, giving recommendations as regards selection of touristic products;

- establishing and adjusting co-operation methods for new clients;

- negotiating and concluding contracts with new partners (travel agencies);

- informing partners and potential partners about new products of Passione Italia;

- follow-up of current orders, informational support of clients (including provision of translations for all the orders in the language pair: Italian-Russian-Italian);

- translations, related with the company activity (Italian – Russian);

- for each month of work average number of successfully established contacts – 200 -250 companies.

June 2009 –April 2018 employed at Limited Liability Company “Dogus Insaat ve Ticaret Limitet Sirketi”, Kiev central office.
From April 2017 - Assistant and interpreter on ISO/OHSAS systems certification.

· Control and improvement of organization quality and introducing management systems in the company: organizing training of personnel in security measures and for professoinal development, organization of annual medical control for personnel and other MS processes.

· Composing annual plans for training of personnel, events aimed to increase safety at work place (seminars, evacuation drills).

· Preparation of office and documents for LRQA audit, cooperation with auditor during control of the office with the purpose of ISO/OHSAS certification extension.

· Control over work conditions in office;

· Control over safety devices in office (fire-extinguishers, security alarms, first aid box, instructions) in cooperation with outsourced HSE specialist;

From June 2009 till April 2017 - Assistant of General Manager

· Arrangement of meetings, business trips;

· Correspondence with business partners;

· Translation of correspondence with business partners, lawyers, third parties;

· Preparation of inner business documentation (Progress reports, Payment Requests);

· Keeping records of correspondence;

· Interpreting at meeting of different levels (official, negotiations, technical meetings);

· Written translations in language pairs: 

· English to Russian/Ukrainian; 

· Russian/Ukrainian to English; 

· French to Russian/Ukrainian/English; 

· Turkish to Russian/Ukrainian/English;

· Italian to Russian/Ukrainian/English;

Topics of translations: Contracts, correspondence, financial, accounting, legal, technical, construction.

· Preparation of meetings and negotiations for the General Manager (collecting necessary materials, notifying participants on time and place of meeting, agenda), keeping protocols of meetings; 

2001 – June 2009 employed at State Water and Waste Water Treatment Enterprise “Vodokanal”, Interpreter

· Interpreter for Turn-key construction Project for reconstruction of water treatment plant in Zaporozhye city, financed by EBRD loan.
· Translation of tender documents for future contract according to FIDIC Yellow Book.

· Participation in tender procedure: translation of correspondence with future participants, translating and sending notices to participants.
· Written and oral translations during Contract implementation.

· Dispute Adjudication Board in Kiev, settlement of commercial dispute between Contractor and “Vodokanal”. Preparation of relevant documents, correspondence, translation of legal documents, interpreting at the hearings.
· Dispute resolution between Contractor and “Vodokanal” by the Arbitral Tribunal, Swiss Chambers’ Arbitration, Zurich. Preparation of documents for the court, correspondence with the Claimant, Counsels, interpreting in the hearings held in Zurich.

2000 -2005 
Interpreter - freelancer

· for Project “Zaporozhye Oblast Regional development”, arranged by Zaporozhye Oblast State Administration and Canadian Urbanism Institute, interpreting in seminars; topics: administration improvement, regional development.

· for Young Socialists Union, interpreting in seminars, topic: modern political strategies. 

· Translations for translation agencies: Kayade, Translators Family, Lingua Franca etc.
Contacts for recommendations:
Mr. Suha Canatan/Financial Specialist at Dogus (Turkey)
+90(555)560 67 23

suhac@dogusinsaat.com.tr
Mr. Pavel Repetun/Head of PIU department, Vodokanal (Zaporozhye, Ukraine)

+38 (067) 614 57 25

repetyn2017@gmail.com

