Ekaterina Zhakupova
	2-9 Vilnusky block
	+380956682252 

	Slavutich, Ukraine, 07103   
	katiapush@yandex.ru



	Objective
	Serching for the job in your company as personal assistant, office manager 

	Experience

	
JV Novarka
1 str Voennykh Stroiteley,
Slavutich, 07101
Construction
http://www.novarka.com
Assistant-Translator
June 2011-current
	
-Coordinate all activities related to Document Control;
-Input and follow up the database of working documentation, such as drawings, technical documents, etc;
-Maintaining hard copy documentation;
-Tracking of all updates, changes, comments and  confirmations of working documentation;
-Implementing the proper control and document management;
-Performing translations if needed (English, Russian. Ukrainian).

	
Secondary School #4,
Slavutich
Teacher of English
Education
August 2005-August 2008
	
-Teaching English language. 
-Helping with home task 
-Explaining new material 
-Preparing for exams and tests 
-Being a source of encouragement, support and motivation.

	
	

	
	

	Education
	-Chernigov State Pedagogical University named by T. Shevchenko, Primary education department, specialist
-Chernigov State Postgraduate Education Institute
English language department, specialist
-Training course “Kiev State Enlglish Course”, certificate
-Chernigov courses of management “EVRIKA”, certificate, office-manager	


	
Additional Information
	
-Driving license B category
-English knowledge – upper-intermediate level

	



