СV


NUSSUPOVA LEILA

PERSONAL INFORMATION

	Citizenship                            Kazakhstan
Date of birth                          27.01.1977

Place of birth                         Kazakhstan,  Almaty

Marital status                         married, 3 children


POSITION INTERESTED

	Translator of English, Kazakh, Russian languages.




OBJECTIVE

	Seeking challenging position of responsibility where skills and experience can be effectively utilized with an organization offering opportunities for advancement.




EDUCATION

	Almaty 1994-1998

The Kazakh State University of World Languages and International Affairs after Abylai khan

English faculty


WORK EXPERIENCE
	· At present
Free-lance Trilingual (Kazakh, Russian and English) interpreter / Translator                                   
/ Translation of documents covering various technical and non- technical areas including construction, safety and other technical documentation, project programs, job descriptions, various instructions and procedures, safety issues, marketing, advertising, telecommunications, software, etc. as well as the general business documentation mostly for Oil and Gas companies, especially for Chevron, NCOC and TCO from/to English, Russian and Kazakh languages using SDL Trados, Transtool, MS Office programs (Excel, Power Point, Visio, Paint) and AutoCad . Able to work within tight schedule and under pressure, ensuring good quality and timely completion of translation./

Major clients: Chevron, TCO, NCOC, Kazakh TV, Career Holdings, Zoodel, NeoTech, MK Kor TOO
· 2010 - 2016
Kazakh Language Translator                   Chevron Munaigas Inc.                  
/ Provided high quality and timely translation of Chevron Eurasian Business Unit documents for all departments, including Legal, Finance, PGPA, Contracts, IT from/to English, Russian and Kazakh languages using MS Office programs Windows, Excel, Power Point, Visio, Paint/

Additional responsibilities:
Workstation Evaluator                       
/ Conducting ergonomic evaluation of workstation for new comers and relocated employees. Advising on correct posture, proper arrangement of office equipment and addressing issues on physical discomfort connecting with work on a computer/ 
· 2008 - 2010
Free-lance Trilingual interpreter / Translator                                   
/ Translation of documents covering various technical and non- technical areas including construction, safety and other technical documentation, project programs, job descriptions, various instructions and procedures, safety issues, etc. as well as the general business documentation mostly for Oil and Gas companies, especially for Agip and TCO from/to English, Russian and Kazakh languages using MS Office programs Windows, Excel, Power Point, Visio, Paint and AutoCad . Able to work within tight schedule and under pressure, ensuring good quality and timely completion of translation./

 /Provided verbal translations during KEOGE, KazBuild exhibitions, etc./ 
· Atyrau, Tengiz 2005 – 2008
Interpreter / Translator                                   Tengizchevroil 
/ Tengizchevroil Facilities Engineering Construction Group (FECG), Field Facilities department. Written translation of technical documentation, Job Packs, various instructions and procedures, safety issues, daily correspondence. Verbal translation services during negotiations between Group Management and Contractors on different issues, including borrow pits, land allotment, bids for construction works, etc., toolboxes, safety meetings, Contractor Forums, Project Status meetings, site audits for group members and contractors, daily communication between Company staff, local communities and Contractors on various issues. Dealing with administrative issues. 

Marketing and Transportation Group (on a temporary basis). Provided translation of daily correspondence between group members, TCO management and Government /
Additional responsibilities:
Coordinator of Muster Point                       
/ Informing the appropriate instances about number of people working at the Field on daily basis. Coordinating emergency response actions performed by the personnel located at the Field, to ensure prompt personnel evacuation. / 
Behavior Based Safety Committee Member
/ Check and timely submission of filled observation sheets. Selection of best observation sheets, enrollment of new employees in BBS courses, help in carrying out making first observation and completion of first observation sheet, encouraging personnel to participate in BBS program actively/ 
· Tengiz 2003 – 2005
Pass Office Operator                                     Group 4 Securitas Kazakhstan

/ Issuing temporary passes, processing the requests for vehicle passes on Access data base, establishing liaison between visitors and TCO, checking the visitors on JDE data base on security purpose, working intimately in contact with TCO Security department. /
· Almaty, Atyrau 2002 - 2003
Emergency Operator                                    Group 4 Securitas Kazakhstan
/Handing  the information about incidents  in Kazakh, Russian and English languages, operationally response,  reports and other jointly works with  emergency rescue service/
· Almaty 2002 – 2003

Free-lance interpreter                                   Kazakh Reading Association
/English – Russian- Kazakh simultaneous translator on conferences concerning teaching methodology/
· Almaty 2001 - 2002 

Teacher of English                                        D. A. Konaev Kazakh University 
· Almaty 1999 – 2002
Manager of air tickets                                    Travel agency “Raga”
/Verbal and written translations, booking air tickets and visa support/
· Almaty 1998 – 2001 

Teacher of English                                        Almaty Technology and Business University
· Almaty 1998 (July – September)

Guide – interpreter                                       Pakistani TV company Media Com LTD.
/Performing verbal  translation during negotiations, assistance in arranging  accommodation and transport/
ACHIEVEMENTS

· Translation of Community Engagement Book for Chevron from Russian to Kazakh

· Translation of biography book “Shakhmardan Yessenov” from Kazakh into Russian

· Translation of articles for TV from Kazakh into English



SKILLS

	· License of Individual Entrepreneur for translation and teaching services

· MS Office (Word, Excel, PowerPoint, Outlook, Visio, Access, AutoCad), Windows, JDE and Internet
· Touch typing in English, Russian and Kazakh
· Driving license with B (passenger vehicle) category and own vehicle.



LANGUAGES

	Kazakh - native, Russian – second native, English – fluent




PERSONAL TRAIT
	Reliable, purposeful, able to work in team, quick to learn, able to work under pressure and within tight schedule, able to do several tasks simultaneously and prioritize them. 


REFERENCES 
Available if required

22, Besterek street


Abai village


Karasai district, Almaty


Republic of Kazakhstan


Tel.         8 701 553 94 27


	  8 727 307 18 01


E-mail: � HYPERLINK "mailto:leila2777@gmail.com" �leila2777@gmail.com�











