Curriculum Vitae of 
Ms. Tsygankova Elena
 
 
Date of birth: 6.12.1983
Permanent address: Grekov str., 10-26
Mobile phone: +7-903-972-81-00
E-mail: tsygankova83@mail.ru
 
Education:
 
2001-2006           Moscow State Regional University
                             (known before as Moscow Regional Pedagogical
                             Institute n.a. N.K.Krupskaya), Master’s Degree in Linguistics
 
Work Experience:
May 2012 – 

till present                       “Prolangue” linguistic center. English language teacher.                   

Work with adults. My duties include training of reading, writing and spoken language skills, writing of tests for checking pupils’ knowledge
 
January 2011 –

May 2012                        Moscow New Drama Theatre. Personal assistant to the            

                                         Artistic Director. Duties include translation of           

                                         documents/newspaper articles/correspondence from/into  

                                         English, interpreting during foreign guests’ visits,  

                                         preparing all required documents for theatre festivals,  

                                         usual secretarial duties.
September 2008 –

September 2011               School no. 410. English language teacher with the following duties: training of reading, writing and spoken language skills; writing of lesson programs and tests for checking children’s knowledge.
 
March 2009 –
November 2009               Embassy of the Republic of the Sudan in Moscow.
Interpreter/Receptionist with the following duties: translation of documents from/into English, participation in discussions as interpreter, assistance in communication with Russian companies, writing and sending letters including works pertaining to their Visa Section.
 
August 2006 – 
October 2008                   Embassy of India in Moscow. Interpreter/Receptionist with the following duties: translation of all the incoming/outgoing documents from Russian to English, assisting of Diplomats during their meetings with Russian dignitaries in Foreign office, other Russian Ministries/Departments, NGOs, local Companies, distribution of incoming fax messages as well as sending of fax messages and other all types of miscellaneous matters. I also handled the day to day deployment of the local Chauffeurs and all the local helps (yard-keepers). During the VVIP visit of the Indian Prime Minister to the Russian Federation in November 2007, I independently looked after the transport arrangement of the entire visit. In addition to the above works, I also attended all incoming/outgoing telephone calls and assisted all the officers/officials of the Embassy in their negotiations with local authorities. 
 August 2003 – 

 August 2005                    School no. 1682 – as English language Teacher
                                         (forms 1-5). My duties included training of reading, writing and spoken language skills, writing of lesson programs and tests for checking children’s knowledge

Other qualifications:
 
-         PC User in Microsoft Office, Word, Microsoft Office Excel, Power point, Internet Explorer.
 
Foreign Languages:
 
          English  - Read & Write fluently
                          (Upper-Intermediate (Good)
 
                      -    German (basic)
 
