Irina Keith


Objective


To provide high-quality translations using my professional, commercial, technical, and every-day linguistic skills and my bi-cultural experience.


Languages


Fluent in English and native Russian.


Skills


Computer, analytical, organizational, and communication skills, and ability to follow the instructions and work within strict deadlines.


Education


1986 - 1991       Moscow State University of International Relations �Moscow, Russia.	


Economist on International Relations with the Knowledge of �Foreign Languages.


Diploma with Honors.





1990 - Helsinki Higher School of Economics and Business Administration�(Exchange Program).


Certificate on completion of three courses on M.B.A. Program.





Professional experience


July 2000 - present time


Freelance Translator (English - Russian).


Provided translations for Atlantic International Translators,  A4, inc., and TechTrans International, Inc. (NASA’s contractor).


Produced timely and accurate translations of advertising and marketing materials, business correspondence, medical information, legal contracts, and technical documentation.


Provided dependable services and always met very demanding deadlines.


The translations read naturally in its target language while reflecting the style of the original document.


Interpreted TELECOM at NASA in Houston, TX.





September 2000 - present time    International Freeway.com            Calhoun, GA


Partner


Initiated and developed the website.


Prepared and wrote the website content.


Marketed and submitted the website to the search engines, achieved good ratings with search engines.


Acquired a lot of experience in operating on the Internet and working with websites.





1997-1999                             FLO-RITE, INC.                         DALTON, GA�Consultant.


Produced hazardous chemicals inventory documents according to OSHA standards on project basis.


Acquired a lot of experience in the chemical field.





1996                   Beth Haven Christian School                          Boaz, AL�Volunteer teacher’s aid.


Assisted teachers with Math, Science, and English.


Enriched my bi-cultural experience.��


1991-1995                        Phoenix Overseas, Ltd.                Moscow, Russia.�Business Executive, Commercial Manager.


Interpreted meetings of the President of the company with the key executives in Russia. Interpreted a live TV interview  with the company’s executive.


Translated legal, marketing, and instructional documents, business correspondence, technical manuals and specifications, employee manuals, etc.


Carried out responsibilities for financial operations and wholesale of footwear on the Russian market.


Negotiated and signed contracts for footwear for the amount of 1.5 million dollars.














Concluded exports contracts for ferrous and non-ferrous metals, products of heavy engineering and hi-tech industries, and produced proper documentation.


Prepared and concluded a contract with an oil-refinery plant in Siberia.


Acquired a lot of experience and knowledge about the technology, business operations, culture, etc. of the target country.





1988-1989   Committee of Youth Organizations                 Moscow, Russia.


Translator and Interpreter (English-Russian, Russian - English).


Translated and interpreted for the American Association of Young Political Leaders, State Representatives, Mr. George Bush’s speechwriter, Mayor of Indiana, and American businessmen when they visited Russia. Got high reviews of my performance.


Provided simultaneous interpretation of a conference between Russian and American young political leaders.














 











