
Olena Mankovska


	Birth date:
	24 June 1978

	Post address:
	7a – 58 Vitruka St, Kyiv, 03115, Ukraine

	Contact phones:
	8-050-544-11-94 c       467-78-21 h       

	E-mail:
	omankovska@yahoo.com

	Experience
	

	Nov, 2005 – present
	Key Translations Agency (part-time), Kyiv
Kyiv

Head of Interpretation/Translation Department

· Coordinating/managing interpretation/translation activities

· Proofreading essential projects

· Communicating with customers, partners

· Interpreting for VIP clients 

	Apr, 2004 – Nov, 2006
	International Pharmaceutical Company, Kyiv
Kyiv

Project Assistant

· Translating/reviewing/proofreading documentation pertinent to clinical trials
· Managing the full range project flow (start-up, ongoing, and closure)

	Jan, 2001 – Mar, 2004
	National Paralympic Committee of Ukraine, Kyiv
Kyiv

Acting Head of International/PR Department

· Translating/interpreting on a daily basis and at all high occasions 

· Proofreading sports regulations

· Preparing articles, press releases, information of all sorts

· Organizing press conferences prior/after important events

· Liaising with national and foreign mass media, International Paralympic Committee, National Paralympic Committees and international sports organizations 

· Assisting in collaboration with NPC’s strategic partners including governmental and non-governmental organisations 

· Managing business correspondence, document flow

· Organizing/managing meetings for and agenda of the Head of NPC

· Facilitating arrivals/visits of Paralympic VIPs to Ukraine 

· Managing abroad trips of the NPC Head and top management

· Facilitating Ukraine participation in Winter and Summer Paralympic Games 2002, 2004, international social and sports events, etc. 

	May, 2000 – Apr, 2001
	Consulting Group – Management of Corporate System Development, Kyiv
Kyiv

Senior Project Translator, Assistant to the Project Officer

· Translating 3 projects within World Bank and IMF grants

· Supervising and editing other translators’ work

· Contributing to project design and formulation, maintaining project-specific database and project implementation, and progress reporting

	Feb, 2000 – Dec, 2000

	National Agrarian University (part-time), Kyiv
Kyiv

Assistant to the University President

· Providing assistance with translation to the President

· Translating, proofreading and computer typing text-books, educational materials, articles, Ph.D. theses, etc. 

· Simultaneous/linear interpreting during conferences, in workshops, etc.

· Preparing articles, press releases, and other materials on National Agrarian University’s activities

· Tracking/monitoring information about NAU’s activities and events in mass media

	Apr, 1999 – Aug, 1999
	SmithKline Beecham (part-time), Kyiv
Kyiv

Assistant, Marketing Department 

· Client database and record-keeping

· Developing marketing ideas, projects

· Assisting in preparation of press releases

· Providing assistance in translating documentation of all sorts

	Sep, 1997 – Sep, 1999
	Educational Ukrainian-Dutch Project, Kyiv
(Development of Civic and Economics books for high school students)

Assistant coordinator, Interpreter/translator

· Translation/interpretation

· Managing project implementation activities 

· Preparing reports, including project feasibility and effectiveness

· Collecting and analyzing data needed to plan, manage, monitor, and 
evaluate project purposes

	Education
	 

	Sep, 1996 – Jun, 2001
	Kyiv State Linguistic University, Kyiv
Master’s Degree in English Linguistics, World Literature and Practical Psychology

	Sep, 1984 – Jun, 1996
	Secondary School with Intensive Learning of English, Khmelnytsky
Certificate on Secondary Education (with honours)

	Sep, 1994 – Jun, 1995
	Abington Friends School (college prep-school), Abington, PA, USA
Certificate on Graduation

	Voluntary and community activities
	· Nurturing and caring after disabled children at hospital

· Camp leader in the Christian camp for orphans and children from poor families and families with many children

	Additional information and skills
	Language skills: Ukrainian, Russian, fluent English, practical translation/interpretation experience (medical, finance/budget, agricultural, IT, legal, education and sports, tax and audit terminology; Trados, Wordfast), excellent business correspondence and communication/presentation skills, strong report writing skills 

Courses: formal training in translation, German classes (Level I) management psychology, psychological test application

Computer literacy: excellent use of Microsoft Windows, Microsoft Office, e-mail, Internet; blind-typing 

	Personal profile
	Responsible, optimistic, resourceful, self-motivating

Strong organizational and time management skills

Able to work harmoniously in international and multicultural environment, to learn/think fast and to juggle a variety of tasks











