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	Objective
	To find position where that allows me to use Russian-Chinese interpretation skills as well as my organization, secretarial skills and my work experience in international trading field

	Experience
	2007 (July) --------     an independent enterprise   (www.ru-speakingroses.com,  www.toypan.com)
Beijing - Ansan

Trading. Nail printers, flower printers  www.ru-speakingroses.com
R/C toys  www.toypan.com
2006 - 2007(May)   Worked for an embassy republic of Moldova  

Beijing

2004 - 2006      International Trading Company  "Triumph"           Beijing

Senior manager of tourist department

2002 – 2003                     Fragrant River                                       Vladivostok                           

Interpreter 

Translated shipping contracts and documents from English into Chinese


Translated shipping contracts and documents from Russian into Chinese


Translated outgoing contracts and documents from Chinese into English and Russian 


Translated consecutively for executive director during business meetings with Chinese business partners


Made out calls to potential Russian shipping partners to ship wood to China

	
	1998 –1999
BIKS                                             Vladivostok


Company Secretary


Sold company’s meat products to private businesses


Handled 100 – 150 transactions per day


Preformed end of day accounting reports


Answered telephones and responded to sales inquires 


Opened and closed office

	
	1997 – 1998                      Gvozdev and K                             Vladivostok


Office Administrator


Developed weekly sales plan (i.e. sales target, inventory)

	
	
Managed day to day activities of 12 people (i.e. sales, janitorial, shipment)


Prepared daily sales reports

	Education
	2001 – 2005               BLCU                                                Beijing


Intensive Chinese Language School


Chinese Language Courses A – D


HSK (汉语水平考试) passed in March 2004

1995 – 1996                      Far East State Univ. Of Tech.        Vladivostock



Certificate in Office Management from the British Center 


Passed courses in Accounting, Business Management, and Marketing

	Interests
	International Travel, Reading, Outdoor Sports

	Qualifications
	PC knowledgeable, Microsoft Suite (word, excel, access) proficient, type 30 wpm


