ryazanova anna
Birth date: 27.02.1985

Tel: 0757373203

e-mail: q.anienne@gmail.com
	

	Education

	2003 - 2009

	RYAZAN STATE UNIVERSITY, Ryazan, Russia
Teacher of English and Japanese Languages (Diploma with Honors)

	Work experience

	Aug 2012 - present
	CAMPUS CONSULTING AGENCY, Moscow, Russia
Freelance Editor/ Translator
Translate, edit and proofread clients' documents: CVs, recommendation letters, essays, transcripts; write, translate and proofread the company's webpage content (www.campusca.ru); consult clients on business education related issues on skype. 

	Dec 2010 – Aug 2012

	ITEC, Language School, Moscow, Russia
Teacher of English and Japanese languages 
Taught English and Japanese as foreign Languages in groups of 3-10 (students'age range – 16-50); conducted in-school and corporate in-house classes;

· general English for adults;

· business English for adults;

· IELTS preparation;

· JLPT preparation.

	Nov 2010 – Oct 2011 
	MBA CONSULT, Moscow, Russia
Translator/Consultant on Business Education
Consulted clients on varied topics related to business education abroad – documents’ submission process, essay writing, resume drafting, filling out application forms, managing reference letters; translated documents provided by clients (diplomas, references, essays, cover letters, resumes, etc.) from Russian to English; translated articles for the company’s webpage from English to Russian; conducted business school interview trainings with clients.

	June 2009 – Oct 2010

	LLC RBT HOLDING (“FCM TRAVEL SOLUTIONS”), Moscow, Russia
Visa/Travel Consultant
Supervised Visa Section in the implant offices (Baker Hughes B.V., Coca Cola, Ericsson) in charge of corporate business travel, processed paperwork for business invitations to Russia for the company’s foreign employees via Federal Migration Service, work invitations and work visas for expats via State Registration Chamber, and business visas for Russian employees; consulted employees regarding business visa obtaining issues; assigned couriers to deliver documents to embassies, FMS and SRC; worked as a visa consultant at the back office: advised clients on business and tourist visa procedures, processed tourist vouchers and travel insurances, made bills and invoices with the accounting software.

	June 2008 – Aug 2008
	GUARDIAN GLASS RYAZAN LLC, part of GUARDIAN INDUSTRIES CORP., Ryazan, Russia
Translator (Part-time/ Temporary)
Translated technical and legal documentation; performed consecutive interpretation in a plant.

	Sep 2007 – Apr 2008
	BARNES & NOBLE BOOKSELLERS, Falls Church, VA, USA
Bookseller/Cashier
Provided customer service suppport; organized bookshelves and promotion displays; worked as a cashier with the cash register; consulted customers in Children Books and Music/DVD departments; worked in the B&N cafeteria: prepared coffee, tea, frappuccino, organized bakery display, opened cafeteria during morning shifts (prepared bakery, soup, mocha, etc); pushed membership cards sales.

· Sold 5 B&N membership cards during a day (USD 25 each).

	May 2007 – Apr 2008
	SUNSET POOL MANAGEMENT, INC., Falls Church, VA, USA
Lifeguard/Pool Operator
Ensured safety and cleanness of fitness center area in varied hotels (Hilton, Marriott, Ritz Carlton, Westin); checked and regulated chlorine and PH indexes; provided customer service to the pool visitors.

	July 2006 – Aug 2006
	CISM, WORLD MILITARY PARACHUTING CHAMPIONSHIP, Ryazan, Russia
Interpreter 
Accompanied representatives of foreign parachuting teams (USA, India, Morocco, Jordan, Spain, Italy, etc); assisted in establishing contact between Russian party (the event organization committee, journalists, members of the staff) and foreign teams.

	Additional Qualifications

	2006
	Japanese Language Proficiency Test, Moscow , Russia

3 kyu (3rd level) certificate

	2004
	Japanese Language Proficiency Test, Moscow , Russia

4 kyu (4th level) certificate

	1998 – 2002 
	Winner and prize winner of the city and regional contests in Russian Language, literature and essay writing.

	
	

	Additional Information
	


	Languages
	Russian: native; English: fluent; Japanese: basic.

	Hobbies
	Reading (Russian Classics of the XIX cent., American literature of the first half of the XX cent., modern literature – Fowles, Frayn, Hosseini, Follett), charcoal drawing, music (play piano and guitar), travelling.

	Sports
	Cycling, kayaking, cross-country skiing.

	Computer skills
	Microsoft Office (Word, Excel, Outlook), 1C:Enterprise (Management and Accounting software).

	Personal qualities
	Hardworking, efficient, precise, scrupulous, fast-learner, sociable, enthusiastic, able to multitask.


