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	Contact details
	+7(921) 961 11 26 , poly560@rambler.ru 


	Profile
	An experienced executive and general office administration manager from a global Corporation background with linguistic skills in English and Russian. Has a degree in English language, teaching and translation. Previously undertaken numerous written and oral translation assignments across multiple industry sectors and is very familiar at undertaking the role of interpreter in senior business/commercial meetings. Native language is Russian
Currently seeking jobs as a freelance interpreter and to undertake written translations remotely. Presently based in St. Petersburg, Russia with a valid UK business visitor visa. Will be re-locating to East Midlands area, UK in November, 2012.



	Work Experience

August  2010 – August  2012           

May 2007 - June 2010
	Office Administration Manager and Interpreter, 

Xerox Corporation – St Petersburg, Russia

Office Assistant and Interpreter, British American Tobacco Russia (SJSC  «International Marketing services»)
Written  translation and interpretation, English language.
· Assisting with interpretation  in business meetings, trainings, conferences: marketing, book printing, tobacco industry.

· Written translation: e-mails, official letters and documents, presentations, business reports



	September 2006- June 2010
	English teacher, courses of foreign languages and agency of translation JSC “Travel Club”, Russia

Job duties: 

· English language teaching in groups of different levels: Starter, Elementary, Pre-Intermediate, etc.

· Written  translation and interpretation, English language

· Teaching programmes, according to students’ level.


	
	

	Additional Information 
	Driving license, driving experience since 2006.

Advanced PC user. 

Accuracy in work

Responsible

Ability to work on a tight timetable



	
	

	
	

	Education 
	2001 – 2006 – Pomor State University by M. Lomonosov, Arkhangelsk, Russia

Faculty: Foreign Languages

Speciality: Theory and methodology of teaching foreign languages

Qualification: Linguist – pedagogue

Honors degree

Trainings:

August 2000 International school “Hamilton    School of English”, Edinburgh, Scotland. Achieved    “INTERMEDIATE LEVEL”


PAGE  
2

