The  United  Nations

Development  Programme

(UNDP)

Moscow.

                                                                                                       September  17,  2001

Dear  Sirs,

I  am  very  interested  in  the  vacancy  you  are  now  advertising  in  the  Moscow  Times  and  wish  to  offer  my  services  for  a  post  of  Communications  Officer.  

I  cannot  but  admire  your  efforts,  went  into  implementation  of  programme  in  the  Sustainable  Livelihood  and  Economic  Development  Unit,  especially  in  the  areas  of  decentralization,  poverty  alleviation  and  human  rights.  Your  project  seems  to  me  very  important.  I  think,  I  could  make  my  own  contribution,  even  if  very  modest,  to  this  noble  issue.

For  the  past  three  years  I  have  been  working  as  secretary-interpreter  of  Mrs.  Maria  Eliana  Cuevas,  Counsellor  of  the  Embassy  of  Chile.  I  have  had  good  experience  in  maintaining  and  developing  relations  with  different  russian  and  foreign  institutions,  Embassies,  Ministries,  governmental  and  non-governmental  local  and  federal  organizations,  including  experience  in  all  kinds  of  office  work.

If  you  are  interested,  you  can  reach  me  by  the  phone:  716  2778  or  sending  e-mail  to:  cuevas@rambler.ru
I  enclose  my  Curriculum  Vitae  and  hope  you  will  consider  my  application  favourable  and  grant  me  the  opportunity  to  give  you  more  details  about  myself.

I  look  forward  to  hear  from  you  soon.

Yours  faithfully,

Galina  I.  Kovalenko

C U R R I C U L U M   V I T A E

Galina  I.  Kovalenko

Chechersky  pr.,  22/6

Moscow,  Russia

Tel.  716  2778  (from  8  p.m.  till  11  p.m.)

e-mail: cuevas@rambler.ru
WORKING  EXPERIENCE

1981-1983    Course  of  linguistic  practice  abroad  in  Cuba

                     Cuban  Technical  Military  Institute

                     Secretary-interpreter  of  a  military adviser,  head  of  the  flight  training  department

1984-1985   Official  business  trip  to  the  Republic  of  Nicaragua

                     Ministry  of  Education,  Department  of  Special  Education

                     Interpreter-translator

1986-1989   Publishing  House  “Techinizdat”

                    Edition  of  technical  books  on  foreign  languages

                    Editorship,  technical  translations

1989-1994   Embassy  of  Equatorial  Guinea

                     Secretary - interpreter  of  Mr. Ambassador

1994-1998   Moscow  branch  of  joint-stock  company  “Askay  Overseas  Limited“

                    Secretary/Personal  Assistant  of  the  General  Director

1998-2001   Embassy  of  Chile  in the  Russian  Federation

                    Secretary-interpreter

EDUCATION

Higher  linguistic  education.  Institute  of  Foreign  Languages  of  Pyatigorsk

Spanish  &  English

Goethe-Institut  Moskau

Wirtschafsdeutsch,  Internationales  Zeugnis

PROFESSIONAL  SKILLS

-  Fluency  in  English  &  Spanish  (both  spoken/written)

-  Medium  level  German  (spoken  &  written)

SPECIAL  SKILLS

-     Translation/interpretation  from  Russian  into  English  and  vice  versa  

-     bilingual  translation/interpretation  from  Spanish  into  English  y  vice  versa

· correspondence,  secretarial  work

· diplomatic,  commercial,  technical  &  political  translations  (agreements,  contracts,    

      press-releases,  articles,  etc.)

-     negotiations

· experience  in  PR  with  foreign  &  prominent  Russian  enterprises,  Embassies,     

Government institutions,  governmental  and  non-governmental  local  and  federal organizations  

-     visa  support,  travel  arrangements  (booking  tickets,  hotel,  etc.)

-     office  management

-    reception  of  foreign  delegations

COMPUTER  LITERACY

· Word  5.5

· Windows  98

· Windows 2000

· Internet

· E-mail

PSYCHOLOGICAL  QUALITIES  &  ABILITIES

-  Self-motivated

-  good  team-player

-  dynamic

-  reliable,  hard-working

-  eager  to  learn  new  skills

-  ambitious

-  ability  to  work  within  tight  deadlines

-  strong  communicative  and  organizational  skills

-  efficiency  and  dedication

-  flexible,  smart

-  creative,  mature

-  keen  to  display  a  long-term  career

CAREER  OBJECTIVE

-  Secretary

-  Personal  Assistant

-  Translator/interpreter

-  Office  manager

· Administrator

· PR  Assistent

INTERESTS  &  ACTIVITIES

-  Pets

-  Aerobics

-  Fine  Arts

-  Literature

-  Music

-  Trips

-  Politics

PERSONAL  DATA

-  Native  Russian,  permanent  legal  residence  in  Moscow

-  42  years  old

-  Single

