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Objective: Translation services
Attn.: HR Manager

Dear Hiring Manager,

I'm currently looking for a possibility to obtain a translator/interpreter position in your company and therefore would like to submit my CV for your consideration.  

In this point of time when international companies entering Ukrainian markets and international relations reaching their highest level the demand for highly qualified interpreters/translators is considerably high. I would like to take an advantage of joining your team which gives me opportunity to develop my professional skills. I believe I have all required skills and experience for successful performance and will bring in the good value into your company. I have no hesitation in business trips and work elsewhere. 
As my resume shows, I have over than 7 years of extensive experience in interpretation/translation, administrative and organizational support, both in national and international companies and performed highly responsible work. 

Professional Milestones:
· Freelance oral simultaneous and consecutive translation for major companies and organizations as American Embassy in Ukraine, USAID, European Council in Ukraine, EBA, Syngenta Ukraine, Dell Ukraine, etc. Different kinds of conferences, meetings and press-conferences of different kinds. Written translation of different documents (legal, engineering, economics, etc.). Work based on mid and long-term contracts for different companies (Danieli Heavy Machinery, Syngenta Ukraine, Actavis Ukraine, etc.). Operating private enterprise on interpretation/translation services.  

· Oral simultaneous and consecutive translation for TNK-BP Top Management Team: Meetings of the Board, annual and quarterly reports, performance/operational plans and reports presentations, Downstream Investment Committee meetings, negotiations, international oil conferences, video and telephone conferences etc. Written documentation translation of all kinds in oil and industrial business branches: presentations, reports, plans, projects, financial memorandums, legal documentation, technological and engineering documentation, etc. Have large experience of Top Management accompaniment in business trips. Studied management processes of investment projects. Have general experience in Downstream process and retail market analysis.   
· “TNK-BP Ukraine”, LLC translation system deep monitoring and analysis. Experienced in translation in TNK-BP Head Office in Moscow, obtained experience of Moscow office translation systems during reconnaissance training.  Translations market monitoring. Translation system optimization. New optimized translation system implementation in the Company. High awareness of various translation software (Trados, Corpus Concordance and others). Have an access to Multitran vocabulary’s unlimited database.   

· “FORBES” magazine executive assistant/interpreter in Ukrainian representative office. Meetings arrangement, performance of simultaneous and consecutive translation for high governmental individuals as the President of Ukraine – V. Yushchenko, Minister of Defence – A. Gritsenko, Minister of Industrial Policy – V. Shandra, Minister of Transportation and Communication –V. Bondar, Minister of Energy – Ivan Plachkov and others. Orrganization of meetings with major Ukrainian business representatives – Ukrsotsbank chairman B. Timonkin, Ukrainian Sea Ports Chairman A. Grigorashenko, “Oranta” insurance company Chairman – A. Zavada, O. Shevchenko Chairman of “AVIANT” Design Bureau named after Antonov, and others. Provided documentation written translation of all kinds. Managed Meetings’ analysis and reports on regular basis.   
SUMMARY
A highly organized, motivated, cross-cultural person with excellent communication skills, dedicated and focused able to prioritize and complete multiple tasks, with analytic mental structure, energetic self starter with self study ability, eager to acquire knowledge and professional experience, work well independently or in a team, a creative problem-solver who rapidly adapt to changing demands 

EDUCATION
2006 – 2008 

Kiev business-institute by NTUU “KPU” (National Technical University of Ukraine “Kiev Polytechnic University”). Enterprise management and economics department, the second higher education, evening classes-instruction by correspondence education form; specialist Diploma in Economics. Specialty: economist, enterprise manager. 

1996-2001

Kiev National Linguistic University, interpreters and translators department, specialist diploma. Specialty: interpreter-translator, philologist with the knowledge of two foreign languages (English and German).

EXPERIENCE

December 2007 – 

Freelance Translator/Interpreter (private enterprise) 

· Freelance oral simultaneous and consecutive translation for different translation agencies and companies
· Freelance written translation of all kinds of documentation (legal, economic, engineering, etc.)
· Localization and translation of different web programs and web-sites.
June 2005 – December 2007
Translator/Interpreter 

TNK-BP Ukraine, LLC
www.tnk-bp.com.ua
· Oral simultaneous and consecutive translation of Meetings of the Board, all kinds of TNK-BP Ukraine Top management meetings, negotiations, etc. 
· TNK-BP Ukraine Top Management business trips accompaniment.
· Written translation of all kinds of documentation (legal, economic, engineering).
· New translation system development and implementation for TNK-BP Ukraine
· Conducted analysis and monitoring of translation market in Kiev. 
· Conducted control over translation process in TNK-BP Ukraine. 
· Created abbreviations translation tables using in TNK-BP Ukraine.      
      March 2005 – June 2005

      Project executive assistant, translator        

      Forbes magazine
www.forbes.com
· Arrangement and simultaneous/consecutive translation of meetings with top governmental representatives (the President of Ukraine V. Yushchenko, Minister of Transportation of Ukraine, Minister of Agriculture Policy, Minister of Defense, Minister of Energy, etc). 
· Communication with press secretaries of different Ministries and corporations in Ukraine.
· Interviews arrangement with top governmental and business men of Ukraine (heads of Ukrsotsbank, Oranta insurance company, Ukrports – sea ports of Ukraine, Aviant and many others). 
· Interview arrangements and support. 
· Conducted oral simultaneous and consecutive translation of interviews, including the interview with the President of Ukraine – V. Yushchenko.  
· Written translation of different kinds of documentation, recorded interviews stenography. 
· Forbes magazine Ukrainian project full support: office selection and rent, equipment purchasing, organization of transportation and etc.          
       March 2003 – March 2005 

       Real Estate Consultant (part-time)

       Kiev Real Estate Agency “Center Megokon – V”

· Clients search development.

· Kiev real estate market overview conduction.

· Providing high-level oral translation of negotiations, meetings, deals, etc. Documents written translation of all kinds. 

· Presentation of all opportunities and options in buying real estate objects. 
· Providing all necessary informational services and consulting in real estate field for foreign partners and clients. 
· Leading the deal from the very beginning up to the end. 
· Settling all necessary documents needed for the deals. 
· Providing all services in support of necessary after deal documentations. 
· Documents approval in different local institutions. 
· Providing real estate market monitoring. 
· Presentation of the investigation results for the clients. 
· Daily apartment rent for foreigners. 
· Creating database of the apartment owners as well as permanent clients’ database.

September 2002 – March 2005

Conference and Banquet Service Officer

Premier Palace Hotel 

www.premier-palace.com
· Coordination of the sales of meetings and banquets, ensure that all necessary information is distributed to other departments, responsible for complete follow up, which means from the first phone call from the guest to the successful completion of the function. 

· Four conference rooms, “Empire” restaurant and “Sapphire” bar premises and services sale for conferences, press-conferences, presentations, banquets, business meetings, negotiations, corporative parties, collaboration with engineering service, restaurant service, waiters, loaders, reception desk, IT specialist, security service; 

· Detailed presentations planning; rapid problems solving; clients consulting; performance organization and supervision during private and corporative parties. 

· Work with business papers, payment services, financial and current reports and service using accounting keeping.

· Supervised new departmental members on sales techniques client protocol and policy.

· Developed strong relationships with top management and stuff, creating a cohesive and productive team within a deadline - drive environment.

December 2002 – July 2003

Team leader assistant/interpreter (part-time)
EU Funded TACIS Project "TB Control in Kiev"

www.tacis.org.ua
· Manage administrative and logistical aspects of TB project. Phone calls, responds to routine incoming correspondence, coordinate arrangements for conferences, workshops, meetings and other events of the TB project. 

· Manage distribution of the Project informing documents to partners and stakeholders, maintain contacts with partners and other Project stakeholders, translation and interpretation support, assist with business trips, completion of administrative forms. 

· TB related filing system keeping and financial keeping of the Project. 

·  Coordinated arrangements for guests, conferences, workshops, trainings and other project events as requested to include translations, making photocopies and overhead transparencies.

·  Maintained existing organizational filing systems, including quick and thorough indexing, filling in and offside storage, resulting in easy access to critical information and streamlined office functioning.

· Coordinated and set up high-level conference calls, board and management meetings, special events and travel arrangements for top executives.

· Coordinated preparation and timely dissemination of the company reports and slide presentations for board meetings.

· Translated the project documentation on request of the project team leader or international consultants. 

· Took part in the project research by gather/entry data, it's maintenance.

· Was particularly involved in IEC component.

March – September 2002

Business Center Administrator
Premier Palace Hotel

· Business center service sale: rendering of computer services, Internet service using, fax services, copying, Ukrainian, English, Russian languages text typing, any documents English-Ukrainian-Russian written translation, phone calls, conferences, presentations, banquet and private parties technical support in hotel’s conference rooms and restaurant; 

· Conference equipment accessing, setup and tuning; measures carrying out control and technical support; services work coordination during conference rooms or restaurant premise preparation before measures’ carrying out (Engineering service, restaurant service waiters, loaders, reception desk, IT specialist cooperation).

November 2001– March  2002

Concierge
Premier Palace Hotel

· Air and railway tickets reservation, hotel transport coordination (taxi, buses); guests’ arrival and departure coordination in airport; 

· Hotel departments and services mutual work control (drivers, porters, chambermaids, security service, engineering service, IT department); 

· Constant communication with clients, prompt problems and conflict situation solving; guests’ requests and wishes prevision and immediate response.

August – November 2001

Reception Desk Administrator 

Premier Palace Hotel 

· Guests’ check in and check out, guests stay in hotel coordination, 

· Fast decision-making about guests’ questions and problems, 

· Room reservation, tourist group coordination inside and outside hotel (transportation, communication, security); 

· Hotel service and accommodation payment executions.

1998-2000

Translator/Interpreter
Ukrinbud Ltd.

· Work with business letters, contracts, agreements, and business letters written translation;

· Meetings and negotiations oral translation; 

· Communications with foreign clients. 

SKILLS

Computer work experience: Word, Excel, PowerPoint, Photoshop, Visio, Project, Corel Draw, etc.

Cash station “R-Keeper”, cash register, credit card register terminal operational experience.

Foreign Languages: Native Ukrainian and Russian, fluent English, basic German.

Personal abilities: responsibility, purposeful, self-disciplined, analytic mental structure, well organized, high workability, self education ability, sociable.
Driving License.
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