                                   CV
Nadya Dimitrova Dimitrova
Date of birth: 31/01/1980

Address: 16 Toprahisar Street, Flat 22, Varna, Bulgaria

                                                                                            Mobile: 0895 438 728
e-mail: nadi_dimitrova@abv.bg
Personal Profile:

A hardworking person who is keen and conscientious, I am interested in a career where I can use the qualifications I gained at the University and during my previous jobs.

I am well-organized, highly motivated and have excellent communication skills. In addition I am reliable, flexible, and quick to learn. I have a good customer service skills and a proven record of achieving targets and goals, looking to train towards recognized qualifications in the work place.

WORK EXPERIENCE   

1. Legal assistant 
Employer: Bressers Law - international law cabinet (12.2009 – present) 

Legal assistance of lawyers, composing juridical correspondence and documentation, answer request from clients, translations of legal documents from French and English into to Bulgarian and verso
 2. Freelance translator (from 03/2003 – present )

    Agencies:”Mitra D”, Varna, “BERG”, “Menyant”,  “Klassik”, “Mitra” - Shumen,                                                “Fani  Indjeva”, “Eclipse - Varna”, “Inter Trans Experts” - Varna
Translations and interpretation of all kinds of official, legal and technical documents from French to Bulgarian and Bulgarian to French /via Internet /, English to Bulgarian and Bulgarian to English
 3. Administrator with English and French (from 06/2009 – until 28.09.09), hotel Orchideia
    Employer: ALBENA AD 

Duties: Reception and customer service; face to face dealing with customers; registering within the hotel’s database; arranging reservations; answering customers enquires by phone and via direct contact; executing reports for the Leadership; training new employees; processing payments; issuing invoices; preparing financial reports; representing the company
4. Administrative assistant (03/2009 – 05/2009 ) with French and English
    Employer: JD Service 
Duties: Two months project for a petrol refinery based in Normandy, France
5. Researcher with French and English (June 2008 – October 2008 ), UK

    Employer:  SEO Upstream Connections – Brighton 
Duties: Advertising activities via Internet, Consulting and Registering clients 
  6. Warehouse operative assistant (October 2007 – June 2008)

     Employer: Extra Jobs, 50 Charles street, GAP agency, Leicester, UK
Duties: Working part-time to support my self while studying: Processing documentation, Order Picking, Packing, Arranging stocks and materials
  7. Administrative Coordinator, Manager, with French and English 
   (March 2004 – October 2007) 
     Employer: Feluch FB LTD, Varnensko chaussee, Shumen, Bulgaria                                          

     Duties: - Acting as a central point of contact for all related with the production communications

                - Organizing company’s exports and imports, 

                - Receiving and processing documentation

                - Composing correspondence

                -  Maintaining communications with the outside manufacturers and providing constant    sources of information and support

    - Planning company’s season production Evaluation and Management

   -  Representing company in relationships and Customs; making invoice payments

   -  Translations and face to face interpretation 

7. Customer Service Representative and Data entry with French and English language  

    (September 2003 – February 2004)

      Employer: IMRO,  Business Park Sofia, Bulgaria
SUMMARY OF QUALIFICATIONS

1. Student at Leicester college (November 2007 – June 2008)

2. University of Economics “D. A. Tzenov”, Svishtov, Bulgaria (March 2004 – April 2005)

Master’s degree in International Economic Relations 

Courses: International relations, European Union, Management of Sales, Communications
3. University of Economics “D. A. Tzenov”, Svishtov, Bulgaria (September 1998 – June 2002)

Bachelor’s degree International Economic Relations with French language

Courses: Mathematics, Computing, English Language, International relationship of Economics, Finance, Statistics, Accounting,  Planning and Forecasts, Theory of Customer Behavior,  Staff Management, Finance Management, Stock Exchanges and  Transactions, Marketing Management, Logistics, Communications

4. University of Paris, Paris, France (September 2002 – June 2003)

Diploma in business French of the Chamber of Commerce in Paris

5. “N. Vapzarov” High School of Languages, Shumen, Bulgaria (September 1994 – Mai 1998)

Qualifications: English (Speaking and Writing) in French language (Speaking and Writing), Literature, Mathematics, Philosophy, Chemistry, Biology, Geography, History, Physics, Computer studies

SKILLS

 

Confident in MS Word, MS Excel, Internet, SAP
Good attention for detail

Capable of working under pressure and within the deadlines
Strong work ethics and willingness to work hard

Very good oral and written communication skills

Ability to work independently and to work with others

LANGUAGE SKILLS

Bulgarian – maternal
French – fluent
English – fluent 

INTERESTS

Translation and interpretation
European Union – political and economical situation, General activities, External relations, Research and Innovation

Learning foreign languages

Traveling, tourism and sports 

REFERENCES

Available upon request















