
Yulia Vorobyeva

Home phone 495-511-0911 (weekends) 
 Mobile: 8-916-340-4847; 
e-mail: yulvor@gmail.com
	
	
	

	EDUCATION:


	
	Moscow State Linguistic University, Term 1986-1991
Majoring in Foreign Language, qualified as an instructor of the English Language.



	PROFESSIONAL TRAINING:

	February 2006
Oct. 2004-Feb. 2005
	
	Depository Licence (Series 4.0) of the Federal Service for Securities Markets of Russia
Moscow School of Translation: Simultaneous Translation Course (Certificate).


	
	
	

	WORK EXPERIENCE:

	Sep. 2007- Jan. 2011
	
	Sibir Energy plc (Moscow Representative Office)

	
	
	Translator

· Translation of documents (legal, technical) and translation at meetings. 

	
	
	

	Nov. 2004-Aug. 2007
	
	ZAO “Deutsche Bank (Moscow)”

	May 2007-Aug. 2007
	
	Control & Static Data Officer, Custody Department
· Processing of client payments against monthly Custody fee invoices;

· Processing of client account opening documentation;

· Processing of third party fees;

· Input of securities data into Operations database;

	Nov. 2004-May 2007
	
	Corporate Actions Officer, Custody Department
· Processing of corporate actions (splits, bonus issue etc) in the Operations database (Diasoft), SWIFT/ email confirmations; reports, “Form 405” reporting to Bank of Russia;

· Monitoring and processing of dividends, reconciliation of due dividends, SWIFT/ email confirmations; cash postings;
· Collection, translation and distribution of AGM/EGM and corporate events materials.

	May - Nov. 2004
	
	ZAO “Komi Aluminium”

	
	
	Personal Assistant to Deputy General Director/Translator
· Administrative support to Deputy General Director (hotels, visas, itineraries, phone calls etc.)

· Support to contract approval process, amending draft agreements, liaising with counterparts re amendments;
· Taking minutes of meetings

· Translation of correspondence, minutes, reports, specifications; Translation at meetings.


	Oct. 2002-May 2004
	
	M+W Zander Facility Management GmbH

	
	
	Secretary & translator

· Administrative support and translation at a big construction project, led by Davy Process Technology, UK for YUKOS Oil Company, Moscow;

· Translation of technical and commercial documents, specifications and drawings; Translation at meetings;

· Taking and processing of meeting minutes.


	Feb. 2002-Oct. 2002
	
	OOO “Brokerage Company NIKoil”

	
	
	Account Manager in Client Service Department (Custody)

· Processing of clients orders/instruction to transfer cash/securities; Distribution of daily/monthly account statements;

· Reconciliation of client account balances against Stock Exchange reports;

· Chasing and distribution of incoming dividends for foreign clients;

· Processing third party expenses onto clients accounts;

· Reporting to clients on cash flow and balances; Counselling foreign clients on Russian income tax.



	Feb. 1995–Jan. 2001
	
	ZAO ‘Bank Credit Suisse First Boston AO’

	Dec. 1996-Jan. 2001
	
	Billing Administrator in Custody Department

· Issuing monthly invoices/mailing /faxing; Maintenance of client database (contacts for billing); 

· Liaising with re fee and billing queries; collection and maintenance of account opening documentation;

· Processing of payments to registrars/ payment orders, payment posting /input of registration expenses onto clients transactions;

· Reconciliation of advance payments against reports of registration agents/ reporting on balances on internal accounts;

· Chasing/processing of incoming payments, chasing of outstanding invoices, / investigation of undue receivables.



	June 1996-Dec. 1996


	
	Position Keeper on Equities Trading Desk 

· Input of daily trades; Issuing daily and monthly P&L reports.



	Feb. 1995-June 1996
	
	Personal Assistant to Head of Corporate Banking

· Administrative support to Department Head (hotels, visas, itineraries, phone calls, expenses, presentations etc.);
· Filing and maintaining of account opening documentation; Processing of correspondence;
· Assisting at presentations, translation at meetings.

	PROFESSIONAL SKILLS:

Fluent English, MS Office, good typing skills, disciplined. 

	SEEKING EMPLOYMENT: 
Translator, Personal Assistant

	PERSONAL INFORMATION: 
Date of Birth: 14 August, 1968; single, no children; Driving licence; Non-smoker.


1/1

