CURRICULUM VITAE

PERSONAL DATA

NAME: ELENA RAIMOVA

DATE OF BIRTH: 24th November 1982

PLACE OF BIRTH: Moscow – Russia

NATIONALITY: Russian

RESIDENCE: 45 Balmoral Place 1-L AB10 6HQ, Aberdeen, UK
MARITAL STATUS: Married
CEL: 07552 338 173 (Aberdeen); +7 915 2173704 (Moscow)

TIPE OF VISA: Tier 1 (includes a permit to work full time in GB)
EMAIL: elena_raimova@yahoo.it 
AVAILABILITY: 15th July 2012
EDUCATION

UNIVERSITY                     Moscow City Pedagogical University (Law Faculty)

                                             Specialization Civil Law
                                           (Considered comparable to British Bachelor degree standard – according to the Statement of Comparability (UK NARIC obtained in April 2011)
CORSES                       Scuola di Bertrand Russell a Padova (Italian school for foreigners) 2006
                                    Photography school under the Moscow Architectural University  2004

                                       Italian literature course at the University of Padua 2005-2006

FOREIGN LANGUAGES

English: fluent

Italian: native speaker level
French: basic knowledge
Russian: native language

Certificate CILS in italian language (obtained under the Italian Institute of Culture in Moscow)
EMPLOYMENT HISTORY
Italian trading company Benetton Group S.p.A./Legal Department/Moscow
Position: Junior Lawyer/Interpreter
Duties: 

1.Legal assistance in company’s activities,  drafting  bilingual contracts (mostly lease and sublease contracts), issuing  powers of attorney, legal support in signing of sale, lease, rendering of service, construction agreements and other transactions of the Company. 

2. Legal translations of contracts, documents issued by the state authorities, correspondence etc. from Russian into Italian and English and vice versa. 

3. Liaising with clients of the Company regarding modifications of lease and sublease agreements (terms, rent payments, security deposits, bank guarantees etc.) 

4. Liaising with  state authorities, preparation of  requests, official replies, letters etc. for such purposes.
5. Liaising with the Italian head office. 

6. Writing legal reports in Italian, English and Russian on different subjects of Civil Law, such as lease, construction, labour and housing relations questions.

7. Participating in preparation of internal corporate documents of the Company.
09/08–09/09

RADIO STATION «Detskoje radio»/ Radio station for children/Part time
Position:  script writer

Duties:  Composing radio scripts for series of programs such as «Travelling», «Safety for children» and others,   composing  scripts for morning live transmissions, advertising materials, editing, organizing promo-actions etc.
Linguistic school DAFNA (Moscow)/Part time

 Morning groups, Textbooks ESPRESSO (Alma Edizioni Publishing House)+ other textbooks published by this publishing house such as “Italiano per modo di dire” etc.+ preparing individual tasks
Position: Italian language trainer

02/07- 09/08

Econika shoes Company

Retail footwear company. Collaborates with Italy, Brazil, China. 

Position: translator-interpreter/Style Dept.
Duties:

 translation from Italian, English into Russian and vice versa (marketing information, WGSN materials, correspondence), interpreting, representation at international fairs;  managing communication with Italian, Brazilian  and Chinese partners (checking order placement, delivery terms, bank transfers, expedition of goods), translation assistance in production process and in making collections etc.

11/06 - 03/07
Representation of MAIN GROUP S.p.A. in CIS

One of the key producers of injection machines and moulds.

Position: manager-translator- interpreter 
Duties: Working with claims  on goods under warranty, translating, interpreting, drawing up the commercial offers, providing communication between the head office in Italy and russian clients, arranging technical assistance to clients in Russia, Belarus and Ukraine.
09/05 – 11/06

Studying in Italy/Working with 2 russian magazines as an author and photographer
  Language School Bertrand Russell, Padua

  Attending lectures on Italian Literature at University of Padua 

03/2005 - 09/2005

Publishing House Axelspringer

Position: Team assistant of the editorial, literary editor /Issue department/ Forbes magazine
Duties: receiving phone calls, correspondence, communicating with the authors and photographers, making emolument lists, translating texts, letters, communicating with the issue department of the American Forbes.

09/04 – 02/05

Publishing House HFP/ Hachette Filipachi

Position:  assistant of the photo editor/ ELLE magazine

Duties: selecting photos for a current issue, working with photo agencies, with the international ELLE photo base, checking the page-proof to PREE PRESS, participating in arranging of photo shootings.

08/03 – 08/04
Publishing House Lighthouse Publishers

Position:  personal assistant of the editor in chief / magazine “Novyj ochevidets”
Duties: receiving phone calls, correspondence, planning chief’s day, organizing meetings, business travels, translating texts, letters, contacting authors, photographers, preparing emolument lists, writing literary reviews, literary editing, arrangement of meetings etc.
OTHER INFORMATION
Computer skills

Good knowledge of PC (Word, Exel,Outlook,Power Point,  Photoshop, browser internet).
Attitudes

Ability to listen, consult, share information and ideas.

Capacity to focus on priorities and organize working process.

Ability work in a multicultural and multilingual environment.

High sense of responsibility, attentiveness, tolerance, activity, loyalty. 

Area of interests

Photography, languages, literature, cinema, travelling, philosophy, design , socialization.
