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ARIFA FATYKHOVA
Mob: +7 926 672 69 32 E-mail: arifa-81@mail.ru

Employment

02.2008 – 31.10.2008 
CentreInvest Securities (Moscow, Russia)
Secretary/Sales & Trading Department Assistant 
Clients data base maintenance; business correspondence; transaction confirmations; translate from Russian into English and vice versa contracts, short documents, memos, letters and other correspondence; schedule, arrange and coordinate meetings, business trips; visa support; work permits for foreign employees.

Cooperation with Center of Innovative Technologies as an interpreter at the trainings for the medical equipment.

Cooperation with Tamsco USA company as an interpreter on InterCharm Exhibition on October 23-26,2008


01.2007 - 02.2008                  Free Lance Interpreter (Tashkent, Uzbekistan; Moscow, Russia)


Cooperation with Japanese Delegation of Inter-Techno Center Co., LLC  (Tokyo, Japan) at The Institute of Obstetrics and Genecology of the Republic of Uzbekistan.

11.2005 - 12.2006   

SISI Construction/Insurance (Kabul, Afghanistan)
Personal Assistant/Sales & Marketing 
Made negotiations concerning construction projects; found and investigated the clients and projects for the company, made negotiations; prepared all documentation and correspondence for leading the construction projects; made contracts /agreements concerning construction business. 

07.2004 - 11.2005 

Hotel Dedeman Silk Road Tashkent (Tashkent, Uzbekistan)
Sales & Marketing Representative 
Made business appointments and implement negotiations with travel agencies, companies' executives, individuals on cooperation for rooms' division sale; made contracts on cooperation with companies and travel agencies; made daily, weekly and monthly sales reports of the results of performance execution to the Sales Manager.

08.2003-07.2004 

International Business Centre JSC (Tashkent, Uzbekistan)
Office - Manager

Education

1999 - 2003 BA in English Philology at The Uzbek State World Languages University
 
Other Skills
Computer literate: good knowledge of Word, Excel, Power Point, Outlook as well as e-mail and the internet.
Fluent in English, Russian; basic knowledge of German.

Personal Details
Date of Birth:   16.12.1981 
Marital Status: Single
Interests:        Sports, psychology

