GALINA A. ANIAKINA 
13 Tenistaya St., Gorodische, Minsk district, Belarus
Mobile: +375 29 3 100 120; e-mail: curlygalka@mail.ru
	Employment
	

	Aug 2014 - present
	Registered self-employed translator

	Mar 2007 – Nov 2014
	Nota Bene Translations Agency

Minsk, Belarus

Proofreader/Translator, Project Manager

	Duties and responsibilities:
	· Project management;
· Proofreading, translation (from/into English, from French);
· Communication with international customers;
· Ongoing support to freelance translators.

	Feb 2006 – Feb 2007
	Belarus-Cyprus Joint Venture Mobile Digital Communications Ltd (VELCOM), 

8th floor, 19 Masherov ave, Minsk, Belarus

Manager, Administrative Department 

	Duties and responsibilities:
	· General management of Administrative Department;
· General assistance to the foreign Shareholders of JV MDC Ltd;

· Protocol functions;
· Organization and support of business visits of the company’s top managers abroad;
· Translation of documents from/into English;
· Organizational and technical support, interpreting/translation during management meetings;
· Procurement of office supplies, drinking water, etc.

	Feb 2005 - Feb 2006


	Belarus-Cyprus Joint Venture Mobile Digital Communications Ltd (VELCOM), 
8th floor, 19 Masherov ave, Minsk, Belarus

Personal Assistant to Administrative Director

	Duties and responsibilities:

	· General assistance to Administrative Director;

· Document keeping/records management;
· Translation of documents from/into English. Interpreting;
· Managing phone calls;
· Managing billing invoices.

	Sep 2001 - Feb 2005
	Interfax-West,
Translator, Deputy Head of Translations Department

	Duties and responsibilities:

	· Translation/proofreading of news issues, political and economic reviews, analytical surveys from/into English; interpreting.
· Answering phone calls from abroad.

	Sep 2002 - Jun 2004
	Post-Graduate Academy under the Ministry of Education, Modern Foreign Languages course

Teacher, Examiner 

	Duties and responsibilities:
	· Teaching speciality (technical, economic) translation/interpreting

	Education:
	

	Apr 7-8, 2008
	ISO 9001:2000 Seminar,
Belproyektkonsalting

	Jul 2006
	Project Management course,
IPM Business School

	Sep 1996 - Jun 2001
	Minsk State Linguistic University, Interpreters’ Department,

21 Zakharov St,

Minsk, 

Belarus

Diploma in Modern Foreign Languages (English, French), 

Diploma of Bachelor of Arts 

	Sep 1986 - Jun 1996
	Gymnasium No. 1,

138 Rokossovsky ave,

Minsk, 

Belarus

General Certificate of Secondary Education

	Skills
	· Computer skills: Microsoft Word, Microsoft Excel, Microsoft PowerPoint, SDL Trados Studio, Memsource, Acrobat Reader, UPS WorldShip; practical knowledge of 1C;
· Driver’s license (category B);
· Good communication skills, strong ability to work in a team, attention to detail.

	References
	Available upon request


