Inna Vashchuk

71-123 Queensland Drive SE,

Calgary, Alberta T2J 5J4
Cell: 587-224-1775

Website: www.languagetranslation.ca
Career Objective

An administration professional with 7+ years of exceptional track record in handling document control, office administration and various secretarial practices. Customer oriented, motivated, and self-driven to achieving excellence.

Currently seeking a challenging and a rewarding career opportunity where my well-developed interpersonal, communication and technical skills will be fully utilized. 

Highlights of Skills and Abilities

Administrative Skills:

Organized and efficient; able to multitask effectively to ensure all tasks are completed quickly, accurately and in order of importance;

Strong written skills; able to create memos, develop company documents and letters;

Proficient handling incoming calls; able to screen, direct inquiries to the correct department, and take written correspondence while greeting and assisting customers as they walk in.
Technical Skills: 

Computer literate; able to use various software applications including Microsoft Office Suite including Word, Excel, and Outlook with the ability to learn company specific programs quickly;

Skilled using a multi-line phone system;

Experience using a variety of office equipment including: computers, fax, copier, scanner, and multi-line phone system; able to trouble shoot and correct problems quickly

Communication Skills:

Exceptional verbal communication skills; able to speak and translate multiple languages including: English, Ukrainian, German, Russian, and basic French;

Present a positive and pleasant demeanour in order to represent the company positively when interacting with management, co-workers, customers and the general public;

Strong leadership skills, able to work collaboratively in a team environment or independently; continually demonstrates the ability to adapt quickly and maintain productivity 

Career History

______________________________________________________________________

	Insurance Assistant

Marsh Canada Limited
	January 2014 – till present


	Translator and Commissioner for Oaths
	2013 – till present

	for and in Province of Alberta
	Calgary, AB

	Inna’s translation (owner)
	


	Accounting Assistant  / Client Services
	2013 – 2014

	5 West Medical Clinic
	Calgary, AB


• Verifies amounts and codes on various forms for accuracy.

• Sorts documents and posts debits/credits to proper account. Balances entries and makes necessary corrections.

• Verifies statement items and totals with department records.

• Makes and checks necessary calculations.

• Answers inquiries regarding work being performed.

• Prepares or checks invoices, requisitions and other documents for processing; encodes and obtains approval when necessary.

• Perform clerical duties such as sorting mail, filing and typing, operates variety of general office equipment.

	Medical office assistant
	2012-2013

	5 West Medical Clinic
	Calgary, AB


• Perform general and specific administrative duties
• Schedule appointments for patients

• Coordinate schedules, make appointments and prepare agendas for doctors and staff
• Read and route incoming mail and reply to relevant ones
• Order supplies and accurately process invoices
• Update and monitor attendance systems
• Prepare correspondence on behalf of staff, doctors and facility
• Organize work load to manage priorities

	Front Desk
	2011-2012

	Motel 6
	Red Deer, AB


• Assisted guests with common services and answered any general questions
• Ensured that all wake up calls were handled on time and appropriately
• Posted charges of room, food and beverage, phone, compute guest bills using online system
• Represented the Hotel in regard to guest complaints and situations that require instant action
• Collected payment following all cash handling rules
• Arranged Housekeeping Reports
• Ensured the desk was always attended
	Office Manager
	2007

	Real Estate Business
	Ukraine


• Prepare electronic procurement documents

• Maintain cost control for three divisions

• Assist with expediting vendors after purchase order placement and ensure they meet all the purchase order and project schedule requirements 

• Purchase Orders

• Documents organization, maintaining and filing

• Meeting Minutes 

• Project start-ups 

• Expense reports for office staff

• Booking travel arrangements 

• Reception 

• Coordinate meetings 

• Tracking daily reports for field employees 

• Entering weekly time sheets 

• Coordinate travel arrangements 

• Cost Tracking 

• Manage office operations to ensure efficiency and productivity

• Manage accounts receivable/payable and payroll

• Defining project scope, deliverables, schedules, budgets and tasks list

• Developing detailed project charters, plans including resource plans

• Working with functional and resource managers to acquire needed resources

	Translator/Office Manager
	2006-2007

	Volynstock Agricultural Company
	Ukraine


• Translates spoken passages from one language into another.

• Provides consecutive or simultaneous translation between languages.

• Translates documents and other material.

• Reads material and rewrites material in specified languages, following established rules • pertaining

• To factors, such as word meanings, sentence structure, grammar, punctuation and mechanics.

• Communicate verbally and in writing to answer inquiries and provide information.

• Maintain databases.

• Prepare and manage correspondence, reports and documents.

Assisting with interpretation in appointments at schools, clinics, lawyer's offices, courts and other agencies; translated several documents for the clients and community agencies (RCMP and Women's Outreach among others) and has participated in different C.A.R.E. events assisting children and adults in their settlement in the community.

Community Involvement 

	Immigration services
	2013

	Translator
	Calgary, AB

	
	

	Palliative Care Aid
	2009-2012

	Red Deer Regional Hospital - Palliative Care Unit
	Red Deer, AB

	
	

	C.A.R.E. (Immigrant Services)
	2009-2012

	Translator
	Red Deer, AB

	
	

	Office Manager
	2009-2010

	CIRS Neighbourhood Watch
	Red Deer, AB


Formal Education 

	Linguist Master’s Degree
	2006

	Volyn State University
	Ukraine

	Majored in German language & Minored in English Language
	

	
	

	Linguist Bachelor Degree
	2005

	Volyn State University
	Ukraine

	Majored in German language & Minored in English Language
	


Professional Affiliations

	Member of ATIA
	2011 – Present

	Association of Translators and Interpreters in Alberta
	Edmonton, AB

	
	

	Certificate / course finished online
	

	Multiple Flight Attendant
	2012

	Inflight Institute
	

	
	

	ESL upgrade
	2012

	Red Deer College
	


Languages spoken

	Ukrainian – native
	Russian – fluent
	French – fluent

	German – fluent
	English – fluent
	

	
	
	


References Available Upon Request

