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ENKHJARGAL Sharavdorj

	Personal data:              
	Born in February 12, 1969, married and have three children, the nationality is Mongolian. Possess fluent English, good Russian languages. Able to work on major MS applications such as Word, Excel, PPT, Publication

	Experience
	March 2012 - up to present- Head of Administration and Human Resources Division, NewSonic LLC 
September 2009- March 2012- English page editor- “Daily news” newspaper, freelance translator 
2008- 2009  Maersk Shipping Line, Representative office in Mongolia

Representative

April-December 2006    Poverty Research and Employment Facility Project, funded by UNDP/SIDA

Leadership for Results Program Coordinator

In addition to the above responsibilities:

· Review BI project proposals and submit for payment
· Establish contracts with Human Development Report and Human Development Textbook national and international consultants
· Develop newsletter on Human Development and Leadership for Results related issues
· -Translate and interpret as required
October 2005-  April 2006  United Nations Development Program ((UNDP), Mongolia

Event Coordinator
· Organize series of Leadership for Results Workshops
· Take minutes of meetings between Breakthrough Initiative Facilitators and the UNDP Country Office Staff
· Follow up with Breakthrough Initiative Groups on Breakthrough Initiatives(BI)
· Provide guidance and administrative information to BI groups
· Provide coaching sessions for BI groupleaders
· Develop project proposal selection criteria, funding guidelines, project proposal writing format for BI groups
· Submit after action reports
· Estimate budgets of workshops and BI funding 
· Submit budget expenditure report to the CO finance section
· Reconcile workshop budget and BI funding with the finance
· Translation and interpretation as required
2003- May 2005          US Defense Attache Office
, US Embassy, Mongolia
Pacific Command Program Manager

· Planning, preparation, execution and post-event activities for logistics, administration and other support for all the US Pacific Command Engagement activities in country

· Make appointments, develop weekly, monthly, yearly schedules of activities and keep control on implementation;

· Generate  and keep log of  messages, official letters and e-mail traffic

· Translation of documents and newspaper clips related to US Mongolian military relationship

· Travel and itinerary coordination for supervisors and visitors

· Develop and distribute schedules

· Escort US Military team during in-country activities

· Plan, prepare and administer conferences, seminars, joint exercises

· Advise US PACOM Representative on the political situation and defense related matters

· Translate and interpret as or when required

	
	1999-2003          US Defense Attache Office , US Embassy, Mongolia


Assistant to the U.S Pacific Command Representative 

All of the above duties and responsibilities plus the following:

· Establish control of and maintain accountability log and records of Military Interdepartmental Purchase Requests;

· Establish control of and maintain accountability of property purchased with PACOM Operations and Maintenance Funds to support PACOM activities

· Maintain appropriate administrative files, in accordance with governing directives and regulations, to include correspondence logs and electronic files and databases

· Expediting customs clearance for official US government property, and general oversight of events and activities to ensure that programs are consistent with US objectives.

	
	1993-1999       English Language Department,   the State Pedagogical   University, Mongolia
English Language Instructor/Assistant to the Director on Foreign Relations

· Teach translation theory and practice to linguistic students
· Serve as Liaison between the home and foreign universities and colleges
· Recruit foreign students, be responsible for their visa extension, residential permission obtaining, assist with apartment renting etc
· Translate and interpret when required

	Education
	1997      New School For Social Research, New York city, 

Democracy and diversity- summer school           

2000     Defense Institute of Security Assistance  Management, Ohio, USA

Secuirty Assistance Manager
1994-1996           the State Pedagogical University        Mongolia

M.A, English Language.

1987-1993         Foreign Languages Institute              Mongolia

· B.A., Russian Language Instructor.


	Translation
Experience
	1996 Presentation “ Labor and Labor legislation” International conference sponsored by International Labor Organization and Ministry of Labor  
1997 “Review of Mongolian educational institution” doctoral thesis of Prof Vincent D. Costa, University of Pittsburgh, USA
1998 “ Mongolian regionalization concept”- UNICEF
2000 “ Mongolian population status” presentation by the Ministry of  Labor at the Mongolian Population Conference

2000 Chapters 3-8 of the “Population report” – UNFPA

2001 Chapters 1-3  Human Development Report- UNDP
2005 UNICEF Monthly Newsletters for March through September

2005 UNICEF Child protection concept- UNICEF
2006 “Community Development Naadam Conceptual paper”- UNDP

2006- “Leadership for Results” Program Concept paper and presentation for three workshops- UNDP CO
2007- Survey on registration of land rights in Mongolia” – survey team of Millennium Challenge Corporation
2007- “ Bird Influenza Survey Report”- Asian Development Bank and UN Food and Drug Organization team
2008- Human Security Book at the request of UN Water Sanitation Project

2009- Population Housing Booklet- 12 series by the request of the UN Habitat 

2010- Child To Child Resource Books- 20 series of books at the request of World Vision to Mongolia 

2010- “Nothing to Envy” book at the request of Barbara Demick, Los Angeles Times, Beijing Bureau Chief 

2011   Audit wrap up report of Wagner Asia LLC- “Double check” translation bureau 
2011  Translation contract service for the “Skyvision” in-flight magazine 

2012    Peace Festival of Hun Origin People-2011- Global Peace Festival Foundation (booklet)
2012      The Law on Public Benefit Activities- UNDP CO 

2013     Press release for National Consultative Meeting on MDG implementation- PMMS project, UNDP 
2013          PMMS project conclusion report 

2013          UNV day press release    

2013           Interviews by various public proponents- “Mongolica” journal issued by “Irmuun” Creative Agency 

2014      Contract translations for “Skyvision” magazine, published by “Irmuun” Creative Agency 

2014          Employee manual translation, International Republican Institute

2014          Flyover project material translation, JICA 
2014          Debt Management Law of Mongolia, JICA

2014         materials for the National Geographic Traveler magazine. 



