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	Name Surname                             
	Ruslan Gurbanov          

	Address                       
	Baku city, Khatai district, S.Orujov st. 2/23

	Contact Information
	Home number   :  (+994)12490-19-86
Mobile Number  :  +994556546341
E-m a i l                                      :      ruslan2336@gmail.com     

	Personal Information

	Birth Date           :      11.08.1987

Birth Place         :      Baku
Marital Status     :     Married

	Education
	2005 – 2009 Qafqaz University, Engineering Faculty, Industrial Engineering Department. GPA 85 (out of 100)
2001 – 2005  Technical –Humanitarian Liceum N 147



	Areas of Expertise


	· Translation
· Proofreading
· Editing
· Vendor&Material Management
· Supply Chain Management


	Work Experience

6) Date: August 2015 – currently employed

Workplace: Azfen JV (ATA consortium, SD2 Project)

Position held: Technical Translator
Main activities and responsibilities: 

· Preparing subcontracts for Services, issuing Subcontract Activity Schedule. 

· Preparation of the final Contract documents. 

· Negotiation and agreement for Services Contracts and numerous Work Service Orders.

· Tender clarifications, evaluation of the ITT Bid Packages including drafting of evaluation procedures. 

· Preparation of the final Contract documents. Negotiation and agreement for Services Contracts and numerous Work Service Orders.
5) Date: October 13, 2014 – July 7, 2015

Workplace: Baku European Games 2015 Organizing Committee

Position held: CCW Contractor Meal Ordering System and Team Specialist

Main activities and responsibilities:

· To create a meal ordering system, to coordinate all contractor meal orders for games time workforce feeding.

· Coordinate with suppliers on design and print for all workforce meal vouchers required for the games

· Maintain contract reports of CCW department
· To collate and update contractor meal orders throughout all stages of planning and games time, keeping the upmost level of accuracy and data storage

· Working closely with financial controller, agreeing meal numbers and keeping within budgetary constraints, following all BEGOC processes

· To create the CCW volunteer recruitment, selection and induction plan and timeline, keeping it up to date

· To create and deliver training and presentations required for engagement or knowledge to CCW volunteer or paid staff in conjunction with HR and workforce

Facilitate all timely and professional communication to all stakeholders as the CMOS coordinator
4) Date: May 01, 2014 – October 13, 2014

Workplace: Baku Shipyard LLC

Position held: Senior Subcontract Administrator

Main activities and responsibilities:

· Undertake subcontract packages and provide support to the project team. 

· Source and maintain a list of reliable subcontractors for shipbuilding and ship repair works. 

· Seeking reliable vendors or suppliers to provide quality goods at reasonable prices.

· Negotiation and agreement for Services Contracts and numerous Work Service Orders. 

· Maintain an audit file for each contract which will include original contract, all correspondence, changes/deviations, amendments, clarifications, payment schedules

· Reviewing technical specifications for raw materials, components, equipment or buildings.

· Tender clarifications, evaluation of the ITT Bid Packages including drafting of evaluation procedures. 

· Preparation of the final Contract documents. 

Prepare contract change notices, monitor contractor performance, including the reporting and status of contractor and owner deliverables.

3) Date: November 2010 – 14 October 2013

Workplace: Azfen JV (in ATA consortium,

COP project and SD2 Early Works Project)

Position held: Subcontract Engineer

Main activities and responsibilities: 

· Preparing subcontracts for Services, issuing Subcontract Activity Schedule. 

· Preparation of the final Contract documents. 

· Negotiation and agreement for Services Contracts and numerous Work Service Orders.

· Tender clarifications, evaluation of the ITT Bid Packages including drafting of evaluation procedures. 

· Preparation of the final Contract documents. 

· Negotiation and agreement for Services Contracts and numerous Work Service Orders.

2) Date: August 2009 – October 2010.

Workplace: Sales Manager in “DNS Computers”. 

Position held: Sales Manager

Main activities and responsibilities: 

· Developing and maintaining a customer database,

· Generate and qualify leads, 

· Develop and make presentations of company products and services to current and potential clients, 

· Conduct market research and surveys

1) Participant of “Work and Travel” program June 2008 – October 2008.

Workplace: “Waterworld LLC”, Concord, CA, USA

Position held: Desk Manager

Main activities and responsibilities: 

· Design and implement office policies

· Establish standards and procedures

· Organize office operations and procedures

· Setting schedules and welcoming guests.

· Making sure that all new employees are fully trained and able to perform their job.



	Language skills
	Language

Writing

Reading

Speaking

German
Intermediate
Intermediate
Intermediate
English

Excellent

Excellent

Excellent

Russian

Excellent

Excellent

Excellent
Turkish

Excellent

Excellent

Excellent
Azeri

Excellent

Excellent

Excellent



	Computer Skills 
	Microsoft Office     - Excellent      
Excel VBA            -  Excellent         
AutoCAD               -  Good           

	Certificates:
	TOEFL IBT Certificate, 94 points
Level 2 First Aid Training Certificate

Presentation Skills Certificate, presented by ADA University Executive Education

	Hobby: 
	Stock trading. Editing in Wikipedia. Software programming
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