RESUME

	Name:
	Oksana  Novikova


	Address:
	Dnepropetrovsk, 49000

Ukraine 


	Tel.:
	8(067)632-01-75

	Date of birth:
	11/12/1980 

	Age:
	34

	Marital status:
	Married

	Children:
	----------

	Nationality: 
	Ukrainian


	Objective
	

	To secure a full-time or part time job position bringing content,welfare and offering tasks that allow to apply my knowledge of English 

	Education
	

	Dates:
	1998-2002

	College:
	Dnepropetrovsk National University 
Philological faculty, English Department 

Bachelor’s Degree

	
	

	Dates:
	2002-2003

	College:
	Dnepropetrovsk National University 

Philological faculty, English Department 

Master’s Degree 

	
	

	Employment 
	

	Dates:
	11/12/2002 – 23/06/2003

	Company:
	Limited liability Company “Agro-Soyuz Corporation” (production and distribution of agricultural machinery) 

	Position:
	Interpreter

	Responsibilities:
	Making written translations of technical documentation,operational manuals, specifications, international contracts, following telephone negotiations, translating correspondence, interpreting during negotiations 

	Dates:
	03/11/2003 – 31/08/2004

	Company:
	Private Company with Foreign Investments “Vostok” (distribution of spare parts)

	Position:
	Interpreter

	Responsibilities:
	Making written translations of technical documentation,operational manuals, specifications, international contracts, interpreting during negotiations 

	Dates:
	01/09/2004- 09/2014

	Company:
	Paint company

	Position:
	Director Assistant

	Responsibilities:
	Documentation (orders, meeting minutes), distributing external calls,managing the work of the office and directors’ personal schedule, booking tickets, making hotel reservations, managing meeting schedules, making translations of legal documents, technical documentation,  translating correspondence, interpreting during negotiations 

	Additional expertise
	Starting from 2003 work as a free-lance translator dealing with different subjects (legal, business, finance, economics, marketing, IT, technical, medicine, pharmacy, etc.)

	Skills 
	Good organizational skills, ability to work under pressure, good time management, communicability, ability to work in team


	Computer literacy
	MS Office (Word, Excel,Power Point), Internet,E-mail (Outlook, The Bat)
 

	Languages
	Professional level of Russian, Ukrainian, English



