CURRICULUM VITAE

GALIMA ISMAGILOVA

PERSONAL
Address:
44, Pushkin St., Aktobe, 03000 Kazakhstan 

Tel./fax (home):
8 701 514 65 21 

E-mail:
i_galima@mail.ru; galima.ismagilova@gmail.com  
Date of birth:
November 3, 1977

Marital status:
Married; two children (13, 7 age old)
EDUCATION
1994 – 1998 
Aktyubinsk University “Duniye”



Faculty of Foreign Languages, Dpt. of Translation & Interpreting



Diploma of Translator/Interpreter

PROFESSIONAL EXPERIENCE

September 2009 – 
up to present -
North Caspian Oil Development LLP (Almaty) – Translator 

- Translation of tender documentation, drilling documents, contracts etc.

February 2008 
up to present –
RTGOIL LLP (Atyrau) – Freelance Translator 
- Translation of contracts, various technical documentation etc. 

February 2007 

July 2008 –
Starline.kz Air Company, Aktobe 


Translator 

·  Translation of contracts, correspondence, manuals etc. 
August 2005 – 
February 2007
Aral Petroleum Capital LLP, Aktobe


Drilling Manager Executive Assistant

·  Secretarial duties, assistant of Drilling Manager

· Translation of Completion and Well test programs

· Translation of different types of documents

· Office Management

· Cash flow monitoring

March 2005 – 
August 2005 
Kazakhoil Aktobe LLP, Aktobe


Supply Chain Manager Assistant 
-   Assistance in Supply Chain stages monitoring

-   Correspondence with the potential vendors 

-   Translation / Interpreting at meetings and conferences
2003  – 
March 2005 
Kazakhoil Aktobe LLP, Aktobe


Translation Group Head

· Organization of the Translation Group activity

· Interpreters/ Translators activities coordination

· Translation / Interpreting at meetings and conferences

· Translation / Interpretation of various documentation for Director General

2001 - 2003
JE Aktobe Preussag Munai Ltd, Aktobe Offices


Secretary-Translator (Exploration & Drilling Departments)

· Secretarial duties, assistant of 1st Deputy General Director

· Maintaining domestic/international correspondence

· Translation of final geological reports & reports to local regulatory authorities

· Translation/Interpreting at meetings with the state/governmental authorities

· Translation of drilling tender documentation

 

Logistics Assistant & Travel Coordinator, Aktobe offices

· keeping track of materials flow (incoming/outgoing)

· correspondence with customs authorities on customs clearance issues

· preparation of materials/equipment for delivery within Kazakhstan/abroad


Field Campboss at JEAPM wellsites (Berkut North 1 & Sartobe 1)
· Transport/Flight coordination 

· Camp management

· Arrangement of activities of service contractors

· Assistance to HSE Supervisor

1999 - 2001
JE Aktobe Preussag Munai Ltd and Shell Petroleum BV., 
Aktobe Offices, Radio - operator


· Transport/Flight coordination

· Telephone calls 

· Assistance to secretaries

1998 - 1999
JE Tulpar Munai (Mobil)


Field Interpreter - Translator

· Translation/Interpretation of technical documentation

· Assistance to Drilling Supervisor

· Transport coordination 

· Arrangement of activities of service contractors

· Assistance to HSE Supervisor

Professional Training
2002 (September)
Basic secretarial training in Preussag Energie GmbH office 




(Exploration Department), Lingen (Ems), Germany

2002 (July)
Seminar on Theory and Practice of Translation 

Almaty, Petroleum Industry Training Center (PITC)
2004 (December)
Core Management Skills (KIMEP)

2005 (December) 
Finance for Non-financial managers (part I, II)


Moscow, Ernst & Young Training center
LANGUAGES 
Kazakh
good

Russian 
(native) fluently


English 
fluently
ADDITIONAL INFORMATION


Very good knowledge of PC (Word, Excel); sociable, active, flexible, ready to getting 
new experiences. 

