CURRICULUM VITAE
Name:


Tatyana Khattak 
Date of birth:

24 March, 1968

Nationality:


Russian
Address:

           16. St. Gagarinskaya, Saint-Petersburg, 





192241, Russia
Tele:



(7-812)-2725033
Cell:



8-911-2489888
E-mail:


tanyakhattak@gmail.com 
Education
1989 – 1993
MA, Indology, Department of Oriental Studies, Saint-Petersburg State 


University, Honors Diploma 
1986 – 1989
Technical Translator, Electric Engineer, Saint-Petersburg Electric 



Machine Building Technical College, English Department
1986 Secondary School No.295, Leningrad, Russia 
Experience
	Name of employer
	Job title
	From - To
	Description of duties



	Science and Production Company "Avrora"
	Chief translator
	Nov 2007 - present
	Translation of technical documentation into English; interpreting; managing and editing the work of other translators 

	LLC "Transtech"
	Chief editor, Deputy Director
	Jul 2006 – Jul 2007
	Organizing business process related to translation services; supervising the work of translators, editors, proof-readers and layout designers; dealing with free-lance translators and interpreters; providing training for translators and editors; preparing and disseminating auxiliary materials for translators and editors; participating in the process of recruiting and testing translators and editors.

	Beaconhouse School System
	Deputy A-Level Coordinator, Career Counselor
	Jun 2005 – Jul 2006
	Managing faculty; developing curriculum and subject combinations; career counseling (writing recommendations, organizing presentations of prospective universities, providing career advice to students); dealing with students` co- and extra-curricular activities; dealing with all issues related to academics, staff, discipline, teacher-parent relations; teachers` evaluation

	Beaconhouse School System
	Teacher of English Language (O-level); Media Coordinator
	Apr 2004 – Jun 2005
	Teaching English language to O-level students; media coordinator 

	Iqra University
	Manager Operations; Head of Department of Development Studies
	May 2002 – Mar 2004
	Faculty management; planning curriculum for Department of Development Studies; liaison with local development agencies for internships for the students of development studies; preparing and approving press releases; making time-table; responsible for Students` Handbook as a policy document for students; space management in the University premises

	Rabbania Welfare Organization
	Project Manager
	Aug 1994 – Mar 2004
	Project design; report writing; project area survey; liaison with donor and information agencies, with government organizations; fund-raising; presentations for donor organizations; overseeing the activities of CBO`s, working in the target areas

	Health and Rehabilitation NGO
	Project Manager
	Dec 2000 – Apr - 2002
	Project design; report writing; project area survey; presentations for donor organizations; fund-raising; research in integrated sanitation and farming system; project monitoring (school for refugee children); overseeing the activities of CBO`s working in the target area (Punjab)


Other experience

Free-lance translations and interpretations for Swiss, German and Russian companies.

Languages
Russian
mother tongue
English

excellent
French

fair
Urdu

excellent
Pushto
 
excellent
French

fair
Bengali

fair
Hindi

fair
Computer skills
Proficiency in MS Office
References

Will be furnished on request.
