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E-mail


yuliya-zelenina@hotmail.com
PROFILE

Candidate with experience in the travel industry, translating and interpreting (Russian, German, and English).  Excellent communication, organization and planning skills, ability to prioritize tasks and time-table activities, good team worker, friendly and helpful.
WORK EXPERIENCE
June – July, 2009 
Cadogan Holidays, Product & Marketing Administrative Assistant
· Developed database of company contacts in Microsoft Outlook,
· Created Microsoft PowerPoint presentations for company training and representative’s manual, 
· Sourced and organized hotel fact files for approximately 200 hotels in 17 countries, 
· Researched and contributed to the production of the brochures, 
· Gathered information for marketing promotions,
· Updated and validated information on the company website,
· Assisted with drawing up product contracts with partner hotels,
· Performed general administration tasks such as correspondence with partners and clients, and data input.  
2005 – 2008

Freelance Interpreter and Translator
· Translated literature and documentation from German and English into Russian, and vice versa,  
· Interpreted at several seminars given by a German speaking guest lecturer. 
2003 – 2006

Private German Language Tutor
· Taught school children between the ages of 9 and 13. 
Name   

Yuliya Zelenina
EDUCATION

2003 – 2008  

Perm State Technical University, Russia
Linguistics and Translation/Interpreting (German and English) Degree (with excellence)
Degree focused on linguistics, professional training of translators and interpreters, and included subjects such as: translation/interpretation from English and German into Russian and vice versa, business correspondence, culture and history of England and Germany, history, theoretical and practical phonetics and grammar of German and English languages, linguistics, lexicology and non-verbal communication.  As a part of work experience translated theoretical computer science literature.  

Given the presentation for the diploma project on the role and the importance of non-verbal behaviour in day to day communication and whilst interpreting.
September, 2006 
Austrian Business Language Diploma (German) Level C2/Mastery
C2/Mastery Level of Austrian Business Language Diploma is considered as a proof of sufficient language skills required for foreign nationals to apply for a job in Austria and Germany.

April – May, 2005
Translation course at the Hochschule Anhalt, Koethen, Germany
As a part of a student exchange programme attended translation classes specializing in the field of computer science.
1993 – 2003  

School №12 with profound learning of German, Perm, Russia
February, 2003
German Language Diploma (Second Level)
Second Level of German Language Diploma is considered as a proof of sufficient language skills required for foreign nationals to study at any German University. 

OTHER INFORMATION
I am computer literate and proficient using Microsoft Office applications, including Word, Excel and PowerPoint, and Open Office.
I enjoy sports, in particular swimming and skiing, and my interests include traveling, reading, films and walking.
Having moved from one country to another I have managed to quickly fit in and adjust to a new lifestyle. 
References available on request. 
