HASMIK ARAKELYAN
Avan- Arindj 2/13 b., apt.28

Yerevan, 375022 Armenia

( Home: (+37410)623456
 ( Mobile: (+37493)174407

                           ( Office: (37410)523546; 580174 (ext. 114)
    E-mail add:harakelyan@unicef.org
DATE OF BIRTH:              April 30, 1982
PLACE OF BIRTH:            Armenia

NATIONALITY:                 Armenian
SEX:                                      Female 
EDUCATION:                    
1989 – 1999                         English language bias school № 139                               
                                                                                     (Certificate)
1990-1997                            Music School after B. Budaghyan
                                                                                       (Certificate)
1999-2004                            Yerevan State Linguistic University after V. Brusov 

·   English- Spanish  department  (Diploma with Honour)
2007-2008
Yerevan State University

·  Sociology and Social Work department 
             (Certificate of Professional Retraining)
2008-2010
Yerevan State University

·   Sociology and Social Work department (Masters’ Course)

SPECIAL COURSES: 

February, 2004                    English language bias school No.51 
· Practice of an English teacher
TRAININGS:
May, 2006                            “Basic security in the field – staff safety, health and welfare” 8 May,   

                                               Self-learning (CD-ROM)
                                              Self-administered learning programme on “Prevention of 
                                              workplace harassment, sexual harassment and abuse of authority”,                             

                                              (e-learning)

                                             “Managing UNICEF business practices, making ProMS work for            

                                               you”, (e-learning)

                                              UNICEF Orientation, Self-learning (CD-ROM)
                                             “Stress Release” training

                                              Programme Process Course (PPP), Self-learning (CD-ROM)
May, 2007                            UN Language Proficiency Exams in English&Russian languages

                                                                                        (Certificates)
15-20 May, 2006                  UNICEF CEE/CIS Regional Communication Officers’ workshop,           

                                              Tbilisi, Georgia
01-06 October, 2007            UNICEF CEE/CIS Regional Communication Officers’ workshop, 
                                              Turkey, Istanbul
6-8 November, 2007             “Crisis Communication and Media Relations in Emergencies with            

                                               specific focus on Avian Influenza” workshop, Yerevan, Armenia
22-23 November, 2007          “Information management in Emergencies” training, Tsakhkadzor
December, 2007                     Programme Planning Process training (CD-ROM)

17 March, 2008                     Excelling as a Supervisor (e-learning course)


23 March, 2008                     Performance Planning and Objective Setting (e-learning course)
22-24 September, 2008         UNICEF CEE/CIS Regional Communication Officers’ workshop,  

                                               Zagreb, Croatia
29 Nov. -13 Dec., 2008         “Gender Education” training, “Trust” Social Work and  

                                                Sociological Research Center, OSI AF Armenia funded program
12-18 May, 2009                   “Global Pulse” Video Reporting workshop, Kyiv, Ukraine -      

                                                UNICEF
WORK EXPERIENCE:

2002, 2003                           “Man of Ross” farm in Herefordshire, England  
June-October                        Supervisor in the Fruit Packhouse (Letter of appreciation)
2004                                      United Nations Children’s Fund (UNICEF)
September-October               Clerical assistance  

·  Establishment of audio-visual archive of UNICEF materials and catalogue
July 2004-June 2005           World Vision Armenia

                                            Receptionist & Administrative Assistant within the Child  

                                            Protection/Inclusive Education Programme
· Administrative duties /answering telephone calls, translation/interpretation from Armenian/Russian into English and visa versa, preparation and translation of monthly reports
· Assistance in Child Protection/Inclusive Education programme activities.
·  Program activities /organization of various events for children with special needs and those with disabilities, translation of necessary programme documents, etc./
· Giving English classes to children at World Vision Armenia Children’s Centre, as well as provision of basic office support  

2005-2006                                  French Armenian Development Foundation (FADF)
June-May                                   Programme Assistant
· Assist in preparation, implementation, monitoring and evaluation of programme activities.
· Field visits to monitor projects, technical support to project managers in planning, implementation, monitoring and evaluation of projects.
· Together with office staff assistance in supply and non-supply activities.
· Assist in preparation, translation of monthly and annual reports on program activities.
· Collect information via Internet necessary for programme implementation.
· Carry out specific administrative, financial, operational and control tasks for programme activities.

 2006                                       United Nations Children’s Fund (UNICEF)

 May- up to present             Info.Comm&Child Protection Programme Assistant
·  Assist in preparation, implementation and monitoring of Info./Comm&Child Protection project activities
· Undertake field visits to monitor projects, provide technical support to counterparts in planning, implementation and monitoring of projects.

· Provide technical assistance to Info./Comm.&Child Protection POs for drafting requisitions, payment requests in ProMS per AWP. 

· Assist POs and project managers in planning and organisation of meetings/launches of flagship publications, round table discussions and training activities.

· Together with Operations staff coordination of supply and non-supply assistance activities, ensure the accurate and timely input of project information into ProMS.

· Regular support in taking the minutes of monthly Program Coordination Meetings (PCM) and occasionally CMT meetings.

· Organize data and information, prepare and maintain records, documents and control plans for the monitoring of project/programme implementation.

· Scrutinize plans of operations, exchange of letters and take appropriate follow-up action. Assist in the administrative process of government requests for assistance.
· Regular support in taking the minutes of monthly Program Coordination Meetings (PCM) and CMT meetings.
· Acting as Local Staff Association Secretary.
· Acting as back up for Application Administrator.
COMPUTER SKILLS:     Experienced in Microsoft Windows, Microsoft Word, Excel,  

                                             Microsoft Power Point, Outlook, Access, Visual Basic, Internet 

                                             Explorer.
RESEARCH:                      Diploma paper: “The Pragmatic Peculiarities of Genre and Stylistic 
                                             Means of Brief News in Modern British and American Press”
                                                 Diploma Paper: “Domestic Violence against Children”



         Diploma Paper: “Current issues related to the organization of care  

                                             of children deprived of parental care in Armenia”

                                            the importance of a child to live in a family environment/”
LANGUAGES:                  Armenian-native, fluent in Russian, English and Spanish languages.
INTERESTS:                     Reading, Traveling, Singing, Music
PERSONAL DATA:            married, 1 daughter
