	Personal data:


[image: image1.jpg]



Name: Oksana
Surname: Popova

Gender: Female
Date of birth: October 11, 1988
E-mail: oxana73@yandex.ru
Mobile phone number: 8-927-600-11-65
	Claimed position:


Title: Ru-En/ En-Ru translator/ interpreter/ editor
Type of work: full-time, permanent
	Foreign languages:


English: advanced
German: intermediate
	Working experience:


· Position: office-manager
Company: WeSee Rus LLC (Recogmission LLC)

Period: July, 2010 – present

Key achievements: Official correspondence with foreign partners, translation of documents, testing English knowledge of candidates, booking tickets, hotels, reception and distribution of incoming calls, preparation of different sorts of documentation, distribution of incoming CVs, organization of appointments and job interviews, working with vacancies, working with suppliers (agreements, purchases, documentation); organization of corporate parties, solving utility issues, preparation of various images for sales and marketing department.

· Position: English teacher
Company: Municipal Educational Institution of Extended Pre-school Education Out-of-school Work Centre

Period: October, 2009 – June, 2010

· Position: English teacher
Company: Tochka Rosta

Period: February, 2010 – June, 2010

· Position: English teacher
Company: Rostock, Dvorets Detstva

Period: September, 2009 – January, 2010
· Position: English teacher
Company: language club “Ya-Polyglot”

Period: June, 2009 – October, 2009
· Position: receptionist
Company: CJSC Pakkard Electric Systems/ Samara Cable Company
Period: July, 2008 – September, 2008
	Education:


Educational Institution: Non-state Educational Institution International Market Institute
Faculty: Linguistics
Period: 2005 – 2009

	Professional skills:


Responsibility, ability to handle stress, advanced computer skills in working with MS Office and basic skills in SDL Trados. I’m a quick learner competent in two languages, having FCE and two-year experience in translating and interpreting (Economics, Technology, Computer Technologies, Science, Management, Finance). 
Have experience in translating texts for private clients (En-Ru; Ru-En; Ge-Ru).

	Additional information:


Certificate of tour-guidance and management (April, 2007 - June, 2007 courses associated with tour company «U-Ra») and driving license are available. I’m also keen on computer design, art, music, cinema, hand-made and getting familiar with Adobe Photoshop and Adobe Illustrator at present. Creativity and aim to develop constantly may help me in my future position.
