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	Europass

Curriculum Vitae
	  

	
	

	Personal information
	

	First name(s) / Surname(s) 
	Zaruhi Gevorgyan

	Address(es)
	VIALE MARINO, 29 -90040, ISOLA DELLE FEMMINE, PA ITALY

	Telephone(s)
	0039 328 2543231
	
	

	E-mail
	zazigna@gmail.com 

	Nationality
	ARMENIAN

	Date of birth
	19.11.1978

	Gender
	F

	
	

	
	

	Work experience
	

	
	

	Dates
	1998 - 2000 

	Occupation or position held
	Real Estate Agent

	Main activities and responsibilities
	Search real estate at the specific request of the customer. Verification of the existence of prejudicial transcriptions of the object. Verification of all documentation relating to the object of sale and / or rent. Electronic Management connected to legal problems, technical problems, administrative problems, tax problems. Opportunity analysis regarding real estate transactions.

	Name and address of employer
	Real Estate Exchange of Yerevan 

	Type of business or sector
	Real Estate

	Dates
	2000-2001 

	Occupation or position held
	Translator, Director assistant

	Main activities and responsibilities
	Notary certified translator, written translations of legal documents, banking, constitutional acts, personal documentation, organizing and managing paper and electronic archives, simultaneous translations on request.

	Name and address of employer
	"Buro Perevodov Potapkina"- Moscow, Russia

	Type of business or sector
	Translation Agency associated with the Notary Dr. Kovalsky

	Dates
	2001-2003 

	Occupation or position held
	Office-Manager

	Main activities and responsibilities
	Planning, coordination and supervision of various business functions, management supplies for the company, planning and scheduling meetings, organizing and managing paper and electronic archives, project management, research, business trip and guests management, direct collaboration with the administrative manager and support in the activities and replacing it in case of absence; preservation of the Protocol, information and communication manager for the office.

	Name and address of employer
	Publishing House “Computer-Press” - Goroxovsky Per, 7, Moscow, Russia

	Type of business or sector
	Publishing House

	Dates
	2003-2004

	Occupation or position held
	Project coordinator, Chief Administrator Personal Assistant 

	Main activities and responsibilities
	Overall coordination of key-in-hand projects of luxury apartments; ordinary programming, control and monitoring of the project status and activities, resources and information; direct interaction with suppliers, organization and purchasing material approved by the customer, management of their arrival and discharge, searching for new foreign suppliers (France, England, Italy), exchange of correspondence and establishment of contact, managing all project documentation, inventory management. Direct collaboration with the staff of architects and designers.

Duties of the assistant director, organization of agenda, business trips, participation in meetings of the office.

	Name and address of employer
	"Artistic -Design", Spiridonovka, 1/t 5, Moscow, Russia

www.dvelikovsky.com 

	Type of business or sector
	Translation Agency associated with the Notary Dr. Kovalsky



	Dates
	2006-2012 

	Occupation or position held
	Office-Manager

	Main activities and responsibilities
	Management and organization of work, duties of the general secretary, control and organization of correspondence, management of the director’s agenda,  organization and management of the archives, information collection and data entry for publications and reports, resolution of communication problems, supervision of administrative and commercial activities.

Debt/credit collection, accounting and technical assistance, management of  electronic and paper archives, records, invoicing.

Creating brochures using graphics software, company presentations, translations from / into languages ​​spoken, vehicle fleet management, fuel management, direct relationship with suppliers and customers.

	Name and address of employer
	SA.CO. s.r.l., Via delle lndustrie, 7 - Isola delle Femmine, PA, Italy

	Type of business or sector
	Metalworking Industry

	Education and training
	

	
	

	Dates
	1985/1986-1995/1996

	Title of qualification awarded
	High School Diploma

	Name and type of organisation providing education and training
	High School N° 176 of Yerevan, Armenia

	Dates
	1995/1996-2000/2001

	Title of qualification awarded
	Russian Language and Literature Specialist, Teacher Philologist 

	Name and type of organisation providing education and training
	State University of Languages named after V. Y. Brusov, Yerevan Armenia

	Personal skills and competences
	

	Mother tongue(s)


	Armenian, Russian

	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	Writing

	
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	Italian
	
	
	Fluent
	
	Fluent
	
	Fluent
	
	Fluent
	
	Fluent

	English
	
	
	Fluent
	
	Fluent
	
	Fluent
	
	Fluent
	
	Fluent

	Spanish
	
	
	Good
	
	Good
	
	Good
	
	Good
	
	Good

	
	

	
	

	Social skills and competences
	Active personality, sociable, ability to integrate and work in a multinational group with experience of working in different countries and in different sectors. Ability to adapt to any working environment.

	
	

	Organisational skills and competences
	Ability to organize whole working process (including creation of the electronic materials necessary to facilitate the process), setting priorities and taking responsibility acquired through / and different professional experiences. Management skills of the staff, making decisions and taking responsibility, public relations, ability to work even in situations of stress.

Any new task is organized starting from the electronic level (file creation and / or registers where necessary and appropriate using Excel, Word etc. easy in use and automated) in order to obtain best results.

	
	

	Technical, computer skills and competences
	Excellent knowledge of computer software and hardware. Ability to assemble computers and servers, install operating systems, managing data backup, organizing WI-FI networks and local area networks.

Excellent knowledge of graphic programs: Photoshop, Corel Draw, Corel Photo Paint, Corel Trace etc., Microsoft office packages, OS Windows, Linux, internet, search engines, Adobe Acrobat, adobe video editing software: Adobe Premiere Pro, Adobe Encore , antivirus and firewall.

Ability to create graphics brochures, presentations, advertising brochures. Knowledge of office equipment: fax machines, scanners, multifunction, telephone control units.

Ability to learn quickly to use any kind of software.

	
	

	
	

	Driving licence
	License “B” type

	
	


