	CURRICULUM VITAE

	Name:
	Nadezda Tsivilina
	                                                                     

	Address:
	Russian Federation
     

Chistopol





	

	Mobile No.:
	+44 7772877272

+7  903 313 90 91
	

	E-mail:
	nadinskywalker@mail.ru
nadinskywalker@msn.com
	


	Education

	October, April - May 2008, August 2006

May, December 2005.
October 2004
	British Study Centres School of English, London
Aspect International Language Academies, London and Bournemouth, United Kingdom
English Language for Business course and General English Language courses for 27 weeks totally. Certificates of Higher Intermediate and Advanced Levels. First Certificate in English.


	February 2005,
June, September 2006
	Accord-Ecole de langues, Paris, France

French language and civilization course for 6 weeks. Certificates of studying.


	September 2001 – December 2003
	Kazan Technical State University, Kazan, Russian Federation
Bachelor degree in Translating (Professional Communication).

	September 1998 – June 2003
	Kazan Technical State University,  Kazan, Russian Federation
Bachelor degree in Engineering.


	Experience

	February 2008 - Date
	Position:


	Freelance translator 



	February 2006 – February 2008
	Vostok Watch Makers Inc., Chistopol
Russian Federation www.vostok-inc.com

	
	Position:
	Translator and Client Relationship Manager (full-time job)

	
	Description:
	Vostok Watch Makers Inc. is the biggest Russian watches and clocks manufacture. My main responsibilities were:

· leading joint projects with foreign companies

· taking part in all meetings

· providing timely communication between companies

· translating of any technical documentation, correspondence and others 

	
	Major Achievements:
	· Taking part in the joint project with some Swiss, French and Chinese watch companies. In result new capacities for Swiss watch manufacturing  were created in Russia on Vostok Watch Makers Inc. capabilities. 


	June 2005 - Date
	Vostok Watch Makers Inc. (Vostok-Amfiby Ltd.), Chistopol
Russian Federation www.amfiby.vostok-inc.com

	
	Position:
	Technical Translator (contract)

	
	Description:
	Vostok-Amphibia Ltd is one of the major suppliers of automobile components to the biggest Russian Automobile Company “Avtovaz” and German automobile company Siemens VDO. I am responsible for:

· Dealing with foreign customers
· Translating of any correspondence and technical documentation from English into Russian and vice versa


	September 2004 – February 2006
	Vostok Watch Makers Inc. (PKF “Runim” Ltd.), Chistopol
Russian Federation www.vostok-inc.com 

	
	Position:
	PR and Client Relationship Manager (full-time job)

	
	Description:
	PKF “Runim” Ltd is a limited company associated with Vostok Watch Makers Inc. PKF “Runim” Ltd produces mechanical wristwatches and exports them to the European Union. I was responsible for:

· Dealing with foreign customers, making contracts and providing high level of customer service and satisfaction

· Identifying potential customers by undertaking research on the Internet and visiting watch fairs and exhibitions
· Dealing with any foreign correspondence and resolving any complaints quickly and efficiently



	
	Major Achievements:
	· Increased level of company’s income by made contract for 280 000 euro for one year with Lithuanian Watch Company Koliz Vostok Co Ltd, Vilnus. 

· Prepared information for printed catalogue of movements



	October 2004 – June 2007
	Anglo European School, Chistopol, Russian Federation

	
	Position:
	Teacher of English language (part-time job)

	
	Description:
	Anglo European School is a school of English as International language and a branch of Anglo European School in Bournemouth, UK. My primary task is to teach children aged between 10 and 16 English. 



	September 2003 – September 2004
	Vostok Watch Makers Inc.( Vostok International Production Ltd), Chistopol 
Russian Federation www.vostok-inc.com 

	
	Position:
	Marketing Manager (full-time job)

	
	Description:
	Vostok International Production Ltd is an export agent of Vostok Watch Makers Inc as well as joint undertaking of Vostok Watch Makers Inc and Time Tech International (Hong Kong). The company exports mechanical watches and clocks worldwide and produces quarts wristwatches. My responsibilities were:

· Doing a marketing research

· Analysing results of marketing researches from different sources.

· Review watch markets, watch industry web-sites and magazines to be aware of new watch models

· Searching for new clients on the Internet

· Dealing with foreign clients and making contracts.

· Supervising an internet-shop of Vostok Watch Makers Inc.

	
	Major Achievements:
	· Customer demand investigation for every watch model and suitable changing of watch range produced.

· Assistance in creating of new line of women wristwatches.

· Increased level of company’s income by making contracts with new wholesale buyers in the European Union and Singapore and Malaysia. 




	Personal

	Date of Birth:
	30th September 1981

	Nationality/Citizenship:

	Russian/Russian Federation


	IT and Computer skills:
	Microsoft Office, Microsoft Windows 95/98/2000/2003/XP, Internet, Local network.

	Language skills:
	Russian, Excellent English (British), French (intermediate level)

	Interests:
	French language, Snowboarding, DJing, Dancing, Charcoal drawing

	Referees


Available upon request.
