
Ekaterina Martyanova
Podolsk, Russian Federation

Tel:   +90 531 363 50 03
wild1203@mail.ru
	Personal:
	Date of birth:                  March, 12, 1985

Sex:                                 female

Marital status:                 single, no kids



	Education:
	2002-2007 - Moscow Teacher Training University 

                     Foreign language teaching department                   

                     Qualification – Teacher of English language

                     Specialization – Business English
                     Upper Intermediate Business & Foreign philology Course,

                    Linguistics, Psychology                     

	Experience:
	05.2009 – 08.2009

03.2009 – 05.2009

01.2007 – 03.2009
2008 – 03.2009
	Customer Service Representative
4 Star Hotel, Alanya
- Responsible of coming reservations and proceeding operations.

- Responsible for customer service, duties included answering customer queries, problem solving and providing detailed information.  

- Assisted in the development of new policies and procedures. 

- Performed market research surveys on customer needs and requirements. 

EFL Teacher

SDM English, Istanbul

Main duties:

- Personal classes with students of all ages starting from 4 years old till 45. Teaching mostly Intermediate, Upper-Intermediate level and Business English

- Achieved maximum results by breaking down seemingly large learning tasks into meaningful and manageable segments.
Office manager 
SKIF-3, JSC

Company’s specialization: electricity supply, engineering and construction.

Main duties:

· Office complete maintain

· Personal assistance to the Director

· Correspondence registering

· Maintaining accounting of sales and delivery 

      -     Phone negotiations, communicating through e-mails;

      -     Documents circulation and registering;

· Concluding the contracts, consulting the clients
· Technical and household office support.
Part-time
“YES” Linguistic Center
Tutor, English language teacher 
with the use of Longman and Macmillan, Oxford methodologies and on-line resources on the regular basis. Run groups of different age and level and background

Organized special events for children, holiday celebrations.

Helped to encourage enthusiasm for learning. 



	
	07.2006 -01.2007
	Specialist of service department 

Mobile TeleSystems OJSC (MTS) 
Company’s specialization: providing services according to the mobile telephony and other telecommunication services
Main duties: 

- Answering telephone calls

- processing different documentation 

- providing cellular service

- consulting the customers

- report preparation etc 



	
	12.2004 – 02.2006

02.2004 - 11.2004 

	Travel Agent

Grand Voyage, JSC (Travel Agency)  
Main duties: 

- Responsible for reservations and proceeding operations
- Consulting the customers

- Preparing weekly reports
- Helped with the translations 
- Gave final approval on all sales, trade-ins, financing and credit arrangements. 
- Monitored and reported sales volume, financial and business transactions.
Teacher of English language
Secondary school
Main duties: 
English teaching in 2-11 forms (kids and teenagers aged starting from 7 up to 17 years old)
- Engaged students through humor and activities designed for maximum interaction in large and small groups.

- Developed curriculum that was appropriate to students' learning abilities and reflected their needs and interests.



	PC skills:
	MS Office (Word, Excel etc), Outlook, Internet – experienced user
Knowledge of accounting programs
A fast learner never the less of new and/or standard office systems

Average typing speed



	Languages:
	Russian – native

A solid and fluent command of English language, both written and spoken

Knowledge of French language at a basic level
Am learning Turkish currently


	Other:
	A strong communicator and organizer

Strong in working independently, as well as a team player 

Responsible, creative, communicative, organized, initiative, goal-oriented, open-minded, eager to learn, smart. Willing to develop and learn. 
Hobbies - foreign languages, travelling, reading, riding a bike, fitness. 

Personal English language tutor

Have been the private teacher of English at students’ houses, kids aged 5-17 and adults up to 45 years old since 2003.


+ Experience in translations, including the following areas:

Economics, management, marketing, international contracts, customs documents translations:
Russian into English and vice versa
Specifications, business correspondence, special Economic documents, agreements, articles etc
Works in the fields of Economics and Marketing/Management


