Curriculum Vitae
Education:

	Institute
	Kutaisi State University


	

	Date
	1996-2000
	2000-2002

	Degree obtained
	BA Philology,

Foreign Languages and Literature (English + French)
	MA Philology

(English – major)


Language skills 

	Language
	

	Georgian

English

Russian

French
	Mother Tongue

Fluent

Fluent

Basic


Other Skills:



Computer literate, simultaneous translation (Engl.)

Professional Experience Record: 
Translated and revised various documents for the following companies: ENA Translations, Prompt Interpreters, Avrasya Translations (EU documents), Jobs Shaktienterprise, Polilingua etc.
	Date
	November 2006 – present

	Location
	Tbilisi, Georgia

	Company
	ABT Associates, Cooperation in Health Systems Transformation Project

	Position
	Translator/ Project Assistant 

	Description
	· Provide translation of documents in a timely manner and meet pre-established deadlines. Documents include but are not be limited to Georgian health policies and decrees, position papers, letters to counterparts, PowerPoint presentations and other project-related materials

· Establish a system to manage translation and interpretation requests and outsource requests as necessary depending on content, quantity and current workload

· Accompany project staff and consultants as necessary to meetings and provide interpretation services and if necessary/requested take minutes of meetings 

· Format project documents and out-going correspondence  according to USAID guidelines

· Manage and provide input in developing project web-site and library.

· Deal with printing houses as necessary

· Establish excellent working relationships with project staff and appropriate counterparts in the Ministry of Labor, Health and Social Affairs (MoLHSA) and other Government of Georgia institutions with a role in developing and implementing health financing policy, as well as with other donor organizations and projects
· As a member of the project's administrative support team, provide additional support in  arranging meetings, filling in for other administrative staff during their absence and other tasks as requested by the F&A director, technical team leaders and Chief of Party



	Date
	December 2007 – January 2008

	Location
	Kutaisi, Georgia

	Company
	Organization of Security and Cooperation in Europe (OSCE)/Office for Democratic Institutions and Human Rights (ODIHR)

	Position
	Translator/ Observer

	Description
	· Translate for international observers 

· Observe presidential elections in West Georgia

· Assist international observers during the election period 


	Date
	May 2006 – September 2006

	Location
	Baghdad, Iraq

	Company
	Engineering and Construction Company Watkinson LLC

	Position
	Administrator/Contracts Officer

	Description
	· Implement company activities in Watkinson Villa at the Greenzone such as all administrative-related matters generated from ongoing projects and or general activities of the company

· Daily activities: payrolls, petty cash, bank transfer, local procurement, payments to contractors, interacting with local bank, clients and engineers, managing Watkinson Villa local staff including housekeepers and drivers, generating client-required daily reports, escort duties, organizing travel for staff members
· Maintain and update the project and inventory databases

· Find tenders and assist Senior Project Engineer in preparation of all necessary documents for bids

· Search for suppliers
· Liaise with subcontractors 
· Prepare miscellaneous documents 

· Serve as APO postal clerk

· Other such duties as required



	Date
	January 2004 – May 2006

	Location
	Kutaisi, Georgia

	Company
	John Snow Incorporated (JSI)

Healthy Women in Georgia Program

	Position
	Translator /Clinical Assistant

	Description
	· Be responsible for  translation of materials related with the program

· Interpreting; providing English-Georgian and Georgian-English translation Responsible for all logistics of Safe Delivery working group meetings

· Act as a primary contact person for safe Delivery working group meetings

· Assist Safe Delivery working group members as needed

· Assist the Chief of Party and Deputy Chief of Party in various assignments


	Date
	October 2003 - March 2004

	Location
	Kutaisi, Georgia

	Company
	Organization of Security and Cooperation in Europe (OSCE)/Office for Democratic Institutions and Human Rights (ODIHR)

	Position
	Translator

	Description
	· Translate for international observers 

· Observe parliamentary and presidential elections in West Georgia

· Assist international observers during the election period 


	Date
	May 2002– June 2002, June 2003 – July 2003, 

	Location
	Kutaisi, Georgia

	Organization/Institution
	The United Methodist Committee on Relief

	Position
	Translator/Assistant

	Description
	· Work with the International Volunteer Team that worked with UMCOR Georgia on a regular basis according to the needs and wishes of the volunteers; 
· Interpreting; 
· Providing English-Georgian and Georgian-English translation. 


	Date
	January 2003 – June 2003

	Location
	Tbilisi, Georgia

	Company
	Georgian Business Confederation including 
The American Chamber of Commerce, the European Chamber of Commerce, the Taxpayers’ Union of Georgia, the Employers’ Association of Georgia

	Position
	Office Assistant

	Description
	· Act as an interpreter/translator 
· Provide administrative and secretarial support services in order to ensure smooth running of the office and project operations, writing minutes of board meetings and meetings of different committees
· Assist the Executive Director in various assignments: general office administration, PR matters, etc.

· Assist the Executive Director in personnel management: staff record keeping, etc.

· Monitor/maintain computerized inventory records of furniture, fixture and equipment located in the office
· Attend trainings covering different issues
· Fulfill the duties of a receptionist: answering the phone, take/forward messages send/receive fax, etc. 


	Date
	April 2002 – December 2002

	Location
	Kutaisi, Georgia

	Company
	EU Tacis Project Development of Local and Regional Government in Georgia

	Position
	Translator /Office Manager

	Description
	· Provide written translations of laws, charters, economic development proposals, training materials
· Simultaneous translations during workshops, field group meetings and other important meetings
· Carry out organizational management 

· Attend training sessions/courses covering different issues
· Help international and local experts with making Regional Development Plan 


	Date
	October 2001 – January 2003; September 2003 - May 2006

	Location
	Kutaisi, Georgia

	Company
	Kutaisi State Technical University

	Position
	Teacher

	Description
	· Deliver English lectures
·  Organize lectures delivered by foreign lecturers


	Date
	June 1999- May 2000

	Location
	Kutaisi, Georgia

	Company
	United Nations Association, Imereti Regional Office

	Position
	Office Manager

	Description
	· Provide administrative service
· Organizational Management
· Translate correspondence, different kinds of documents, interpreting important meetings

· Answer the phone, take/forward messages, receiving and sending letters, fax
· Monitor/maintain computerized inventory records of furniture, fixture and equipment 


12. Trainings attended: Routine Health Information Systems
                                      Strategic Planning

                                      First Aid
                                     Team Building 

                                     Information, Education, Communication/Behavior Change Communication   

                                     Peer Education                                  
                                     Family Planning

                                     HIV/AIDS in our Workplace

                                     Human Resource Management
