
OLGA HATZIGEORGIOU
RIGA FEREOU 20, 57019, PEREA, THESSALONIKI, GREECE

TELEPHONE NUMBER  6946/246817

EMAIL   olga1962@outlook.com.gr, olga1962@yahoo.gr
Skype : olga.hatzigeorgiou
Website Blogs: olgahlexis.blogspot.com, olgahdiary.wordpress.com
	objective

	
	TRANSLATIONS, SECRETARIAL SERVICES, TYPING

	· Experience

· May 2013 – December 2013 – worked in one of the biggest online e-shops (Cosmetics) in customer service area for Greece – translations, mails, phones, contents, blog, videos, FB etc. handling.
· January 2012 – today – hosting my own radio radio show in an internet radio station
· 2007-today     LEXIS …. +++                  Perea, Thessaloniki

· Translations from English to Greek 
· Typing, secretarial services, correspondence, data entry, blogging and internet radio producer
Translations of  books, articles, seminars, tourist guides and sites,   etc. Specializations : business in general, marketing, travel and tourism, sociology, psychology, entertainment, life style, music, books. Can do correspondance, speeches, seminars, questionnaires, articles, blog etc. translations. Also can do typing and data entry jobs. 

· Have translated self-help and light psychology books about kid, teen and adult psychology, also parts from a sociology book (two are in publication process here in Greece). The first one is in the bookstores here since 2011 (“Surviving Ophelia” from Dr.Cheryl Dellasega)
·  Have translated a travel website about European countries

·  Have translated lectures from seminars – context sociology, marketing

·  Have translated a booklet about a new and innovative medical product

· Have translated summaries of various films

·  Have translated various articles, documents, briefs – context general, lifestyle, hotel leaflets, and had done many samples requested from agencies with various context. 

· From the beginning of 2012, I am blogging too. I have three blogs, one in English and two in Greek. I am also hosting radio shows in an internet radio station (Waves internet radio)

	
	1993-2000
Caramella
                                             Perea, Thessaloniki

Manager and owner of shop

We were selling candies, coffees and dried nuts.

· We were the owners and managers of the shop.

· New market development

	
	1990-1993
IEES (Institute of Export Research)
Thessaloniki

General Secretary

· Secretary of the Director of the Institute

· Our main goal was to help the Exporters of Northern Greece, through informations, books, seminars, consultation, organization of international exhibitions, and market research.

· All the secretarial support, business corespondance in Greek and in English, translations of marketing reports and books.

	
	1987-1990
Salonica Textil
                                                Thessaloniki

Director’s assistant and secretary

· Export Agency specialized in clothes (exports in Germany and USA)

· Secretarial support, business corespondance

· Quality controls, samples, check all the procedure from the fabric to the clothes and the delivery.
1982-1986         Special Ceramic                           Thessaloniki

Salesperson, Accounting and Assistant purchaser in my fathers shop

	Education

	
	1984-1987        
      Deree College        (American College of Greece)            Athens

· B.A., Business Administration 

· In Marketing Management and Accounting and Finance

1981-1984       Anatolia College    (ACT-American College)      Thessaloniki

· School of Bussiness Administration and Liberal Arts

· Certificate of Studies

1974-1980     Anatolia College of Thessaloniki

High school and Lyceum



	Interests

	
	Computers, Music, Books.

	Tips

	
	English excellent, as mother language. German, French, Italian can read and understand but not so good, very basic knowledge.

Typing and keyboarding, mostly in computer. Knowledge of many programs of Microsoft and Windows. Quick learner of new programs.

ECDL in Microsoft programs and use of Internet

For any further information don’t hesitate to contact me through mail. Thank you.
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