RESUME
NELLY MATEVOSYAN


Tel:

mobile
 +374 91  22 50 11



            E-mail:  
nelly.matevosyan@yahoo.com



	

	Personal qualities:
	Strong communication and organizational skills, strict with deadlines, ability to work in a team, good time management high sense of responsibility, flexible and result oriented.

	EDUCATION:



	1997 -2003
	State Linguistic University after V. Brusov. Yerevan, Armenia. 

Romance Germanic Languages Department.
Diploma of English and Spanish languages Specialist, Pedagogue. 


	TRAININGS/CERTIFICATES:


	May 2012


	Title:  Internet Marketing
Moscow Business School, Yerevan, Armenia


	December 2011
	Title:  Product Management.
Moscow Business School, Yerevan, Armenia


	May 2011
	Title: Project Management. Standard PMI PMBOK Guide 4th Edition (2008).

Project Management Institute, PM Expert, Moscow, RF


	Within 2009-2010
	Title: Conflict Management, Negotiation Skills, Time Management

Beeline University, ArmenTel CJSC, Yerevan, Armenia



	July 2008 – Dec. 2008
	Title: Corporate PR

Armenian Public Relations Association, Yerevan, Armenia



	May 2008


	Title: Presentation Skills

 ACC Associates Caucasus –United Kingdom, Yerevan, Armenia


	Nov. 2007
	Title:   Increasing the Professional Efficiency of Administrative  Employees
“Training and Development” Co. Ltd, Yerevan, Armenia

	May 2012
	Title:  Internet Marketing
Moscow Business School, Yerevan, Armenia

	PROFESSIONAL EXPERIENCE:

	

	Since 2004
	Freelance translator with specialization in language pairs English-Russian, Russian-English, English-Armenian, Armenian-English, Russian-Armenian, Armenian-Russian.
Telecommunication related translation in language pair variation English-Armenian-Russian
Internal Procedures, Regulatory Decisions, Rules on Provision of Telecommunication Services, frequency permissions etc.
Legal translation in language pair variation English-Armenian-Russian

Draft laws, bills, license agreements, employment and various service provision contracts, regulatory rules and government decisions.

HR related translation in language pair variation English-Armenian-Russian

Translation of employees’ assessment papers, interview questioners, job descriptions, as well as recruitment policies and procedures. 

Marketing related translation in language pair variation English-Armenian-Russian 

Translation of descriptions and presentations for newly developed telecom products and services.

Marketing-technical related translation language pair variation English-Armenian-Russian 

Translation of procedures and business functional requirements of products and services to be developed for telecom market.
Other recently accomplished Major projects:

From English into Russian:

Technical Handbook on Adsorber, Procedure on Filling of the Absorber– for GeoProMining Gold CJSC
Analysis on the Infectious Disease Laboratories of Armenia – for the Ministry of Health of the Republic of Armenia

Tender Documentation and Specification of the Armenian Real Property Information System - for Globus HT Local Translation Agency

From Armenian into English: 
Tender Documentation on Natural Gas Supply in Armenia – for the Projects Implementation NGO 

Drafts laws, grant program, financial reports and contractual documentation – for ARAZA NGO

From English into Armenian:
Consent to participate in research study of various medical devices – for private translator

Work Safety Instructions - for GeoProMining Gold CJSC
Technical Manuals – for Los Alamos Technical Associates, Inc. 


	July 2009 - present
	“ArmenTel” CJSC, brand Beeline. Marketing Directorate, New Products Development Division.

Projects Coordination Manager 

· Coordination and implementation of new products and services development process from initiation to the commercial launch.

· Planning the projects budget allocation and monitoring of its timely and duly implementation.  

· Preparation and coordination of quarterly capital expenses prognosis.

· Controlling and supporting the purchase processes, conducting negation with project vendors.
· Development and actualization of product development and cross-functional procedures. 

	Nov.2005– July 2009 
	“ArmenTel” CJSC. Staff of General Director 

Translator/Interpreter
· Translate Decisions and Memos of Regulatory Commission, extracts from License on the Provision of Telecommunication Services and Frequency provision permissions from Armenian into English and Russian.

· Translate the Rules on Telecommunication Services Provision in English, Armenian and Russian.

· Provide translation and interpretation between English-Armenian-Russian languages of various documents and during meetings.


	Dec. 2004– Nov.2005 
	“ArmenTel” JV CJSC. Translation & Interpretation Division. 

Translator/Interpreter:

· Translate internal documentation of the Companies all functions (IT, Technical Directorate, Marketing, Finance, Legal Department): procedures, policies, regulations, internal memos and other documentation.

· Interpret for external delegations or during conferences, seminars, meetings etc. upon request.



	Nov. 2003– Nov. 2004 
	Independent Trade Union of “ArmenTel” JV CJSC. 

Translator/Instructor:

· Provide translation of all Trade Union documentation into English, Armenian and Russian.
· Provide interpretation during Committee meetings with the Company top management and other events.



	Sep. 2002–  Oct.  2003 


	Independent Trade Union of “ArmenTel” JV CJSC. 

Translator:

· Provide translation of incoming/outgoing correspondence, Trade Union Committee minutes and decisions, booklets and other material into Armenian, English and Russian languages upon.


	LANGUAGES:

COMPUTER SKILLS:
	Armenian (native), Russian (fluent), English (fluent) 

Spanish (good), French (intermediate), Japanese (basics) 

MS Office Word, Excel, Power Point, Project, Visio

HP Project Portfolio Management (PPM), Lotus Notes, Outlook Express

	INTERESTS:
	Tennis, travelling, foreign languages and culture.


References:

Irina Yeritsyan 
CEO Administrative Head, ArmenTel CJSC, Brand Beeline




E-mail: Iyeritsyan@beeline.am
Mobile: + 374 91 00 30 00

Marina Avetisyan
Marketing Director, First Armenian Channel



E-mail: Mavetisyan@inbox.ru
Mobile: + 374 91 01 01 09
