	Katerina Roskina
7210 N. Port Washington Rd. #2

Glendale, WI 53217

(414) 213-1188

(262) 814-8033


Work Experience:
	November 2009 – Present (temporary & part-time)

	                                                                                 International Communication By Design, Milwaukee

	Position: Assistant Project Manager

	Responsibilities: 

	- Translation of Russian and Chinese documents

	* Interpreting

	* Editing & Proof Reading

	* Customer Service

	


	December, 2007 – June, 2009

	

	Microsoft, China

	Position: Linguist-consultant

	Responsibilities: 

	- data collection and research,

	- data analysis, 

	- database compiling (MS Infopath),

	- database maintenance and updating (locally or to the Sharepoint web site),

	

	- compiling product tests, 

	- product testing, 

	- error logging and reporting through the program called Product Studio (each bug/error is assigned an ID# number and a severity level, so to access a new, pending or resolved issue one could enter the bug ID# and see the dates, bug owner, department and status updates and follow through or resolve the bug),

	- updating the task status on the project Sharepoint website, assigning tasks, completing tasks, monitoring progress, uploading completed documents and manuals to the Sharepoint website,

	

	- development of voice menus for customer support (email/multimedia) platforms:

	* compiling menu prompts, 

	* translating menu prompts, 

	* proofreading menu prompts,

	* testing and logging errors, 

	

	- using in-house software to compile linguistic algorithms,

	- testing the new in-house applications and reporting bugs, 

	- composing manuals on the use of the in-house DOS and Windows-based software,

	- posting manuals on the project Sharepoint web site,

	- conducting training sessions to teach the new staff how to use the in-house software,

	

	- providing on-call support on new application usage for the new hires through:

	* email,

	* instant messaging,

	* phone,

	* in person,

	

	- assisting in resolving application-related work issues, 

	- mediating deadlines,

	- facilitating communication between the management/development teams and the personnel.


	2003 – 2009

	

	Position: Freelance interpreter

	Responsibilities: 

	- Interpreting at the following events:

	* investment meetings,

	* international sports events,

	* press conferences,

	* negotiations.

	

	2003 – 2009

	

	Position: Freelance translator

	Responsibilities: 

	- translation,

	- editing,

	- proofreading.


	February, 2006 – December, 2007

	

	Beijing Sports University, China

	Position: Teacher and curriculum developer

	Responsibilities: 

	- teaching,

	- developing curriculums,

	- organizing extracurricular events.


	March, 2003 - June, 2005

	

	Cities of Daqing, Harbin, Changchun, China

	Position: College/Training Center Teacher/IELTS instructor

	Responsibilities: 

	- teaching,

	- developing curriculums,

	- conducting presentations and workshops.


Education:

	September, 1999 – July, 2004

	Krasnoyarsk State University, Russia

	Major: Linguistics, Translation and Intercultural Communication

	Degree: BA

	

	September – December, 2005

	Beijing Foreign Affairs University, China, Post-graduate department

	Major: Interpreting and American studies

	Degree: N/A

	

	September – December, 2004

	Changchun State University, China

	Major: Advanced Chinese

	Degree: N/A

	

	September – December, 2003

	Harbin Institute of Technology, China

	Major: Advanced Chinese

	Degree: N/A

	

	September – December, 2002

	Harbin Normal University, China

	Major: Intermediate Chinese

	Degree: N/A


Language Proficiency:
Russian (native-level)

English (native-level)

Mandarin Chinese (fluent)
Additional Skills:
Sharepoint

Product Studio

MS Infopath

MS Access
Backus–Naur Form (BNF) 
MS Word

MS Excell

MS Powerpoint

Personal Characteristics:
Independence,

Initiative,

Ambition,

Attention to detail,

Quick reaction,

Ability to come up with solutions under pressure, 

Good interpersonal skills,

Ability to mediate, 
Ability to delegate and assign tasks,

Good time management skills.
