Mariya Vikulova 

     2355 Cross Creek Ct. Lewis Center, Ohio, 43035
(614) 592-9381 





        tenderbell@hotmail.com

CAREER OBJECTIVES


To gain employment as an Office Manager with your company and provide superior customer service to existing and potential customers.  I would like an opportunity to utilize my strategic thinking, communication skills, high responsibility, purposefulness, decency, high working capacity, and aspiration to grow professionally.                     
SUMMARY OF QUALIFICATIONS

Proficient in office practices and procedures, business correspondence, recordkeeping, and office machine operation. Possess real world experience in professional translation of English, Arabic, Russian and Ukrainian.  Superior telephone etiquette, filing, receptionist duties, recordkeeping and other related clerical tasks. 
· Track record of exercising good judgment and tact in dealing with the public.
· Excellent ability to work under minimal supervision and prioritize work.

WORK EXPERIENCE

September, 2007 – Present
Server  “Big Fat Greek Kuzina”, Upper Arlington, Ohio 
Provided dining service for this exclusive 40-cover restaurant. Responsibilities included overseeing reservations, assisting in menu development, training staff, and provided dining service for patrons, which serves traditional Greek cuisine.
· Commended for being an efficient waitress for 40 covers.
· Entrusted with providing dining service during lunch and dinner for 40 covers.
· Consistently provided the highest standards of service & integrity.
· Forged strong relationships with customers, staff, guests and group organizers.
· Excellent client rapport and commended for improving restaurant ambience.
November, 2005 – September, 2007

Freelance Translator, New Pine Creek, Oregon 
Specialized in translation of Arabic, English, Russian, and Ukrainian for numerous companies as an off site resource.  Multiple departments within multiple industries took advantage of these services.  Projects ranged from Oil & gas specifications, data sheets and drawing for oil & gas equipment (piping, vessels, instrumentation, pumps, compressors), Engineering scopes of work (heating, ventilation, air conditioning, cathode and construction protection, fire protection, safety systems, transportation, water distribution facilities, etc.), specifications for cabling systems, requests for proposal, instructions to tenders, contracts, Geology documents on reservoir study, gas injection models, religious texts, Business translated book is published: R. Koch “80/20 principle”;

Cosmetology translated book is published: N. Kalish “Beautiful brows”, General articles from geography, geology, chemistry, physics, history, technology, World Encyclopedia project, and Fitness translated chapter 7 “Abdominal muscles”

June, 2005 – October, 2005 
Admitting Clerk at Medical Center Specter, Feodosiya Crimea Ukraine

Responsibilities included answering phone, professionally communicate with office staff and patients, process customer payments, sending and receiving faxes, verify patients’ paper work is completed properly and general office document filing.
· High level of professionalism

· Superior communication skills

· High productivity

· Winning personality
September, 2004 – June, 2005
English and Arabic Teacher High School #395, Kiev Ukraine

Responsibilities included instruction on classes of 30 students ranging from 2nd grade thru 6th, created lesson plans, administered tests, provided extra tutoring for students as needed, and general class instruction based on approved class text.  Lessons were focused on studying English and Arabic languages.
· Developed Lesson plans

· Superior communication skills

· Passion for teaching others

· Creative in breaking down information

June, 2002 – September, 2004 
English and Arabic translator/teacher Lingva club (Specialized Language Company), Feodosiya Crimea Ukraine

Translation responsibilities included translation of federal and state documents, personal and business correspondence, and marketing materials.  Teaching responsibilities included working with child and adult groups to learn English and Arabic languages using different internationally approved text books and curriculum.

· Work with child and adult groups

· Ability to communicate with business professionals

· Successfully instructed 80+ students in a new language
EDUCATIONAL   BACKGROUND

Kyiv State Shevchenko’s University 

Arabic and English languages and literature

Bachelors Degree 
2004


Kyiv State Shevchenko’s University

Arabic and English languages and literature

Masters Degree 
2005

Stratford University Online

Medical office assistant

Stratford University Certificate 
2006

LANGUAGES

Russian - native

Ukrainian – fluent

English – fluent

Arabic – fluent

SOFTWARE/Office Equipment

	Adobe Photoshop 7.0
MS Worksuite 2006
QuickBooks 2005
Microsoft Word
	Scanner
Printer
Fax
Copier
Desktop/laptop Computers


