Tsoghik Tigranyan
Home address:RA, Axbyur Serob 11/2,apt.33, Tel. (37410) 226803
E-mail: drosera111@yahoo.com, Skype name; SarahValera Mobile phone: (055) 22.68.03
PROFESSIONAL EXPERIENCE
“Studio 7”- Yerevan, Armenia
Office manager  (2006 – 2007)
· Manage and organize administrative duties  

· File and maintain all incoming and outgoing mail and fax messages
· Answer telephone calls, accept visitors
· Make scanning, photocopying, printing, as well as internet searches and answer e-mail inquiries 
· Create documents 
· Translate internal documents, letters, technical documents and other materials ,

· Human Resources 
· Other tasks and duties as assigned 
          “Juicy  fruit” – Yerevan, Armenia
Office translator from Hindi-English-Armenian, English-Armenian  (2005 –2006)
· Manage and organize administrative duties

· Fill out paperwork, maintain paper 
· Create and handle documents

· Responsible for dates of all documents in department

·  Documentation filing and archives maintenance
· Answer telephone calls, accept visitors
· Other tasks and duties as assigned 

EDUCATION
“Haybusak” University – Yerevan, Armenia
(2007-2010), Bachelors Degree in Foreign Languages, Specialized in English 
“Kendriya Hindi Sanstan” – India, Agran
(2004-2005) – Specialized in English & Hindi
                                                COMPUTER SKILLS
Microsoft Word, Excel, Photoshop, Internet, Outlook Express, 
                                                      LANGUAGE SKILLS
Armenian (native), English (fluent), Russian (fluent), Hindi (good)
