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RESUME

Konstantinova Yulia D.

flat 168, Kantemirovskaya str, 33/2 

Moscow 

Russia 

Phone number: +7 925 046 0045

e-mail: YUPPI87@yandex.ru

​​​​​​​​​​​​​​​​​

	objective


	Interpreting/ translating, office-management leading

to administrative work



	areas of knowledge
	Documents circulation:

scientific discipline of documentation, formation of order documents, personnel office work, office equipment knowledge, skills in post and e-mail correspondence


	Languages: 

fluent English (written and spoken), good German (written and spoken), basic French

	
	Computer skills:

fast typing,

confident user of

Windows XP, MS Word, MS Excel, MS Access, MS PowerPoint;

knowledge of Internet


	Basic:

customer relations, complaint handling, office procedures, knowledge of phone talks conduct, well-formed native 

and foreign speech

	experience
	July 2009 to Present 
	Interpreting and translating secretary (“JC Group” Ltd.)

Responsibilities: office work flow, legal documents translation, interpretation

Achievements: better knowledge of business English and German 



	
	February 2008 to June 2009
	1.Foreign language tutor (basic, business, conversational

 English and German).

Responsibilities: teaching foreign languages to children and adults

Achievements: simplicity of knowledge statement, patient individual work with clients
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	2.Freelancing Translator/Interpreter (work with English, German languages)

Responsibilities: interpretation, translation of 

English and German documents into Russian and vice-verse 

	
	October 2008 to December

 2008
	Foreign language school 

teaching trainee, Novomoskovsk, secondary school # 12 (school program of 

German and 

English)

Responsibilities: teaching foreign languages to school children

Achievements: complete revision of English and 

German grammar, 

patient work with kids and 

their parents



	
	September 2008 to October 2008

Reference available upon request


	Translating-/ interpreting 

intern, Chamber of Commerce and Industry, Tula

Responsibilities: translation of Russian, English and German documentation (passports, invoices, certificates, customs declarations, etc.), telephone talks conduct, work with office equipment

Achievements: skills in

personal work with customers and office workflow, knowledge of both Russian 

and foreign document translation peculiarities



	
	May 2008 to September 2008

(Summer International

 Students Exchange

 Experience)
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Server in THE CAVALIER HOTEL, SandDollar

 restaurant, Virginia Beach, 

VA, USA

Responsibilities: taking orders, 

waiting on customers

Achievements: ability to meet clients’ demands, complete understanding and fulfillment 

of customers’ requests, skills 

in approaching customers



	
	May 2008 to August 2008

(Summer International

 Students Exchange

 Experience) 
	Hostess in THE CAVALIER HOTEL, SandDollar

Restaurant, Virginia Beach, VA, USA

Responsibilities: telephone 

talks conduct, complaint handling, closing  bills in

e-system Micros, taking orders for room service, international delegation welcome, restaurant 

reservation for banquets, business meetings and 

luncheon parties

Achievements: skills in qualified and hospitable work with customers, 

ability to represent the 

company  at its best



	
	May 2007 to August 2007

(Summer International

 Students Exchange

 Experience)

Reference available upon request


	Server in THE CAVALIER HOTEL, SandDollar

Restaurant, Virginia Beach, VA, USA

Responsibilities: taking orders, 

waiting on customers

Achievements: ability to work in team, better knowledge of customer service peculiarities, getting accustomed to different English accents and dialects

	educational highlights
	September 2005 to July 2009,

Tula State Teachers’ Training

University 
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Teaching of two foreign languages ( English and German)

	
	September 2004 to July 2009,

Tula State Teachers’ Training

University
	Translating/ interpreting from Russian into English and German and vice-verse

(theory and practice of translation and interpreting)



	additional courses
	February 2009 to March 2009,

Branch of the Moscow center

 of post-secondary education

BigBen


	Tourism management courses

(basic knowledge of management in tourism, work

with the Master-Tour program)

	
	October 2008 to December 2008,

Tula Public Employment

 Center
	Office management courses

(scientific discipline of documentation, formation of order documents, personnel office work, office equipment knowledge, skills in post and e-mail correspondence)



	
	April 2008 to September 2008,

Tula National Museum and Natural Preserve “Yasnaya Poliana”


	Guide courses

(knowledge of the Museum’s history, Leo Tolstoy’s biography and excursion guidance)



	personal characteristics
	Responsibility, exactness, punctuality, kindness, hospitality,

communicability, keen on traveling, abile and ready to study further for career development



	hobbies and interests
	Volley-ball, skating, dancing, hiking, visiting fitness-club, reading Russian and foreign literature in Russian, English and German, listening to music




