Curriculum Vitae

Curriculum vitae

1. Family name:


LAKHOVSKA
2. First names:


Tetiana
3. Date of birth:


10 April 1988

4. Nationality:


Ukrainian

5. Civil status:


Married
6. Education:
 
	Institution
	Degree(s) or Diploma(s) obtained:

	National Technical University of Ukraine ‘Kyiv Polytechnic Institute’, 2009-2010

Faculty of Linguistics, Department of Theory, Practice and Translation of the English language
	Master of Translation

	National Technical University of Ukraine ‘Kyiv Polytechnic Institute’, 2005-2009

Faculty of Linguistics, Department of Theory, Practice and Translation of the English language
	Bachelor of Philology (Translation)


7. Additional trainings:
· 1 March - 17 April 2012 – certificate on successful completion of the distance learning “DL-101 General Course on Intellectual Property” of the World Intellectual Property Organization

· 21 November - 2 December 2011 – certificate on successful completion of the “First High Level Experts Programme Ukraine” held under the auspices of the German Federal Foreign Office
· 16-20 May 2011 – certificate on successful completion of the “Training Course on Maritime English (Train-the-Trainers)” held under the auspices of the TRACECA programme
· October 2010 – attended the educational seminar “European and Euro-Atlantic Integration of Ukraine”, organized by the National Academy of Public Administration under the Office of the President of Ukraine
8. Language skills:  (1 - excellent; 5 - basic)
	Language
	Reading
	Speaking
	Writing

	Ukrainian
	1
	1
	1

	Russian
	1
	1
	1

	English
	1
	1
	1

	German
	2
	3
	4


9. Other skills and key qualifications: 
· Full computer literacy in Microsoft Office (Word, Excel, PowerPoint), Outlook Express, Internet
· Experienced in searching, analysis and adaptation of information while keeping tight deadlines
· Flexible to work in different environments, both independently or as a part of a team

· Enjoy working in multicultural environment, value others' needs and motivations

· Learning and goal-oriented, initiative

· Enthusiastic about personal development

10. Professional experience
	Date from - Date to
	Company
	Position
	Description

	February 2014 - present
	Freelance 
	Translator, teacher
	· Freelance translation to and from Ukrainian/Russian/English
· Teaching English to teenagers and children

	October 2012 – February 2014
	EU funded Project “Capacity Building of the State Agency on Energy Efficiency and Energy Saving of Ukraine”
	Office Manager
	· Preparing contracting documents with providers in English/Ukrainian

· Translation, proofreading, editing documents and materials to and from Ukrainian/Russian/English
· Interpretation at meetings with the Beneficiary (the State Agency on Energy Efficiency and Energy Saving of Ukraine) to and from Ukrainian/Russian/English
· Search, analysis and arranging of required information and translation to and from Ukrainian/Russian/English
· Drafting and translation of minutes of meetings to and from Ukrainian/Russian/English
· Assistance in preparation of project’s reports in Ukrainian/English
· Administration and logistics of project staff, control over office budget, maintain office accounts, preparing  monthly financial reports

	February 2012 – September 2012
	EU funded Project “Capacity Building of the State Agency on Energy Efficiency and Energy Saving of Ukraine”
	Project Assistant
	· Translation of documents and materials to and from Ukrainian/Russian/English
· Interpretation at meetings with the Beneficiary (the State Agency on Energy Efficiency and Energy Saving of Ukraine) to and from Ukrainian/Russian/English
· Search, analysis and arranging of required information and translation to and from Ukrainian/Russian/English
· Drafting and translation of minutes of meetings to and from Ukrainian/Russian/English
· Assistance in preparation of project’s reports in Ukrainian/English

	September 2010 – January 2012
	Ministry of Infrastructure of Ukraine

(reorganized from the Ministry of Transport and Communications of Ukraine)
	Chief Expert 

Department for International Cooperation, 
Division for Foreign Relations Coordination and International Protocol
	·  Translation of internal and outgoing correspondence, miscellaneous documents, including normative documents of Ukrainian and the EU legislation to and from Ukrainian/Russian/English
· Drafting letters to other Ministries  and companies, documents registration in Ukrainian and English 

· Interpretation at the meetings and during business-trips

· Preparation of analytical information 

· Writing minutes of meetings

	July 2008 – September 2010
	“Ukrservis Mintransu” SE
	Translator
	· Internship in the Department for Foreign Economic Relations of the Ministry of Transport and Communications of Ukraine:

· Translation of internal and outgoing correspondence, documents to and from Ukrainian/Russian/English 
· Drafting letters to other Ministries  and companies, documents registration in Ukrainian and English


	September 2007 – June 2008
	National Technical University of Ukraine “Kyiv Polytechnic Institute”. International Faculty
	Translator
	· Translation of correspondence, documents, certificates and advertising materials

· Assistance to foreign undergraduates and foreign students 
· Preparation of contracts between the University and foreign students



	March 2008
	National Technical University of Ukraine “Kyiv Polytechnic Institute”
	Co-translator
	· Co-translation of the book In Color of Youth

	April-May 2008
	Ukrainian Organization of the World Data Centre
	Translator internship
	· Translation and editing of texts in physics, chemistry, mathematics




