Amina Khaas
Collinsstraat 5,
6129 HH, Urmond, The Netherlands, 

Phone: +31 (640) 226 404
E-mail: valieva2005@hotmail.com
	WORKING LANGUAGES
	
	English to Russian
Russian to English

German to Russian

	SKILLS PROFILE
	
	· Experienced translator/ interpreter

· Dramatically enhanced customer-satisfaction ratings by expediting all claims and ensuring a high degree of accuracy.

· Received numerous accolades from senior management for consistently providing excellent service and tactfully resolving sensitive issues.
· Excellent working knowledge using IBM systems; Lotus 1-2-3, Microsoft Excel, WordPerfect, Microsoft Word.
· Created own glossary for oil terms used for well stimulation procedure.
· Knowledge of and experience with corporate mailroom procedures

· Good filing and organizational skills

· Experience in handling confidential paperwork

· Ability to take accurate phone messages and deliver messages promptly
· Good customer-relations background



	EXPERIENCE 
	
	

	June 2006 – Present
	
	Freelance Translator
Oil and Gas, Construction,Legal, Financial, Accountant,Technical, IT, Business areas, Medical 
Translation and proofreading:
· Contracts
· Reports
· Medical Questionnaires
· Documentation of purchase tenders 
· Material Safety Data Sheets

· Worker’s manuals

 

	
	
	

	November 2004— November 2005 


	
	Interpreter/Translator, Personal Assistant
TNK- BP, Siberia (BU – Nyagan), www.tnk-bp.ru
TNK-BP is a major Russian vertically integrated oil company, established in September 2003 as a result of the merger of Russian companies TNK (Tyumen Oil Co.) and SIDANCO with the majority of BP’s Russian oil assets.
TNK-Nyagan, a subsidiary of Russian-British oil major TNK-BP.
TNK-Nyagan is engaged in development and production at the Krasnoleninsk groups of fields. http://www.tnk-bp.com/operations/enterprises/tnk-nyagan
· Translating technical documentation. 
· Translating Letters and Hitch reports, minutes of meetings, email correspondence
· Translating Eng/Rus, Rus/Eng:  
· Specialised software application and manuals 
· Capital workover operations reports
· Computer modelling of well diagrammes
· Well completions, waterflooding reports, instructions
· Bottomhole treatments,stimulation events
· Laboratory papers, tables and tests results prior to well treatment
· Geology description of well, geology reports
· Updated reports and other technical documentation for BP specialists
· Performed translation for BP (UK) Technology Vice-President’s Visit to TNK-Nyagan (Siberia), 7th September, 2005.
· Performed translation directly on wellsite during hydraulic fracturing of well incl. safety meetings, talks, operational meetings.
· Participated in preparing English version of TNK – BP Business Unit Nyagan presentation – 30 pages Brandbook
· Scheduled all executive-level meetings and travel of BP specialists.


	
	
	

	January 2003—November 2004
	
	English-Russian translator
Recruiting Agency “Magistral”, Orenburg, Russia
· Translation of contracts and letters from English into Russian and vice-versa
· Translations of CVs, contacting recruiting agencies of Projects in Sakhalin (Sakhalin-2) and Azerbaijan
· Participated in preparing contracts with recruit agencies in Sakhalin in English.  

	
	
	

	June 1999 – December 2002
	
	Translator, Interpreter, Procurement Specialist – Expeditor, Personal assistant, Document controller, Proofreading

Karachaganak Development Field, Kazakhstan, www.kpo.kz,:
CCC – S.A.L, Expertise S.R.L. (Italy), General Electric International Incorporated (German Branch), Servcon Management Services LTD (UK), KPDT – Karachaganak Project Development Team
Karachaganak is located in the northwest region of Kazakhstan and it is one of the world’s largest oil and gas condensate fields. Covering an area of over 280 square kilometers, it holds more than 1,200 million tones of oil and condensate and over 1.35 trillion cubic meters of gas.
The expansion of the field has involved an investment of over $ 4.3 billion and it is currently the biggest internationally funded project in Kazakhstan.

The field development is being overseen by four international partners – British company BG Group and Eni of Italy, each with a 32.5 percent interest, Chevron of the USA with 20 percent, and LUKOIL of Russia with 15 per cent. They came together to form Karachaganak Petroleum Operating B. V. (KPO).
· Responsible for mail and correspondence delivery, documentation data base
· Document filing. Participated in creation document filing system

· Accurately filed and delivered mail to all company departments.

· Suggested new mail code system, which reduced filing errors and increased timely delivery.

· Computed amount of postage required for outgoing mail.
· Translation from Russian to English safety rules and technical instructions for using on site
· Transcribing, typing and reviewing translator and editor work
· Responsible for proper terminology usage in translations
· As Personal assistant:
· Served as Administrative Assistant of Site Manager
· Provided administrative support for QA/QC Manager of GEII Company
· Translated, typed, registered QA/QC procedures.
· Translating technical instructions, minutes of meetings, querries, Key events etc.
· Developed and co-created a quality management system for the site with all related procedures and guidelines to meet the requirements of the corporate business controls and the associated standards. Ensured quality-related procedures and guidelines are in place, and applied within the Russian context.
· Ensured an effective system of quality incident reporting is in place at the site. Where needed, ensured that proper investigations are carried out to prevent recurrence.
· Ensured proper monitoring of quality performance and disseminate such information, e.g. QA procedures, key events, instructions, minutes of meeting
· As part of program, personally conduct audits and follow-up.
· Translating procedures/documentation, reports, key events both in English/Russian, German/Russian.
· As Expeditor:
· Experienced in contracting and scheduling freight operations.
· Excel in operations arrangement, especially warehouse traffic and distribution
· Trained to work in PTS (Procurement Tracking System)
· Contacting vendors and suppliers international (Germany, UK, Italy, France,USA).
· Entered data for reports, production items, shipping, and inventory.
· Promoted delivery in accordance with PO requirements; issued SCN Number, Release Note.
· Filing of all correspondence and documentation
· Communicated verbally and in writing with agents and Sellers to ensure prompt action is taken to make good shortages and damage.
· Establishing reports, logs, and registers
· Work closely with other departments to promote sales contests, clarify information, and distribute reports.
· Prepared weekly reports for Procurement Department Manager
· Coached and mentored new employees in customer-service processes and company policies.


	EDUCATION
	
	Russia, Orenburg Pedagogical Institute/University

Faculty of Foreign Language (German/ English);

International Center “Mir”, S. – Petersburg, Russia, 

Correspondence Advanced Courses of English Language;



	
	
	

	AREAS OF EXPERTISE
	
	· Technical/Industry
· Logistic
· Construction
· Oil and Gas
· Legal
· Accountance
· IT: hardware & software

· Pharmacy

· Business, Financial texts
· Questionnaires

· General texts 

	
	
	

	SOFTWARE & HARDWARE
	
	· Powerpoint

· Pagemaker/InDesign

· Framemaker

· Access

· Adobe PDF
· Babylon
Hardware: Windows XP, 512 MB RAM, DVD-RW/CD-RW, LCD monitors, Laser printer, Scanner, Internet
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