	
	Maria Mitina

mmitina@hotmail.com
mobile: +30 6980798470




	I.
	PERSONAL DATA
	

	
	
	

	
	Date of birth:
	January 17, 1975

	
	Marital status:
	married

	
	Languages:
	Fluent (written, spoken): Russian (native), English

Conversational: Greek

	
	

	

	II.
	EDUCATION
	

	07/97 - 08/97
	-
	English Studies Center, Coventry, England;

	
	
	

	09/02 - 07/97
	-
	Volgograd State Teachers Training University, Foreign Languages Faculty, English-German Department; 

	
	
	

	09/91 - 06/92
	-
	Specialized English School No 50, Volgograd;

	
	
	

	02/91 - 06/91
	-
	North Toronto Collegiate Institute, Toronto, Canada;

	
	
	

	
	
	
	

	III.
	WORKING EXPERINCE

	12/02-08/11
	-
	Capital Language Management and Advertising, Moscow, Project Manager

	Responsible for communication with foreign clients of the company, managing of the office database, documentation processing (letters, faxes, e-mail), handling requests for translation, negotiations with translators, translating and editing texts

	12/01- 08/02
	-
	“Premier-Video-Film”, Moscow, secretary to General Director

	Responsible for full secretarial and administrative support, documentation processing (letters, faxes, agreements, etc.), extensive translation and interpretation, participation in negotiations, managing of the office database, creating filing methods, reservation of tickets and accommodation, organizing presentations

	09/01 - 11/01
	-
	“Tax Consulting U.K.”, Moscow, content editor

	Responsible for the search of information about offshore business in the Internet, translation of the information from English into Russian and editing the information for the magazine. Keeping business correspondence of the company in English.

	10/00 - 03/01
	-
	“Vet-trade”, Limited Liability Company, interpreter/secretary

	
	
	
	

	09/97 - 10/00
	-
	CJSC “Vetros” Russian-Greek joint venture, Volgograd, interpreter/secretary


Responsible for full secretarial and administrative support, documentation processing (letters, faxes, agreements, etc.), extensive translation and interpretation, participation in negotiations, managing of the office database, creating filing methods, reservation of tickets and accommodation. 

1995 - 2006                  -        Private tutor

IV. OTHER SKILLS AND QUALIFICATIONS

PC Literacy (Microsoft Office - Windows, Excel, PowerPoint, Internet), advanced user

Typing skills (English and Russian 250 str/min)

V.  PERSONAL QUALITIES

Hard-working, decisive, accurate, disciplined, good time-keeper, persistent, self-motivated, career-oriented, ready to work extra-hours, can work under pressure, eager to learn, optimistic, responsible, sociable, flexible, mature, possessing a good sense of humor.

