Natalya Mala
Contact 
Home tell: 38 (044) 248-65-02,  mnv@gala.net
information

Objective
Translator

Personal 

Data

Birth: December 10, 1976



Citizenship: Ukraine



Marital Status: married

Skills
English – excellent, German – functional, Ukrainian – native, Russian – fluent;


PC Skills (Power point, Excel, Word, Internet, E-Mail).

Education


1993-1998 State Language University, Kyiv,

Department of Foreign Languages

Qualification: Translator/Interpreter (English and German)
1997-1998 Business Course in English (Economics Fundamentals, Marketing,

International Business, etc.)

Employment


1998-2003 The State Ukrainian Fund of the Olympic Movement

Development, Kyiv



Translator/Interpreter

· Translated technical documentation, business correspondence
· Interpreted during business meetings, on-site visits

· Responsible for office management, coordinated work of office services suppliers
· Personal file management

· Maintaining contacts with state authorities

· Processing the contracts

· Preparation of presentations for clients

· Management of document turnover

· Org-chat management

Administrative Assistant
Flamingo Travels, Ltd., Zhytomyr





May, 1998 – July 

· Providing of administrative support to all of the company’s functions

· Translation of documents, business correspondence/ interpreting at meetings

· Handling organization of office correspondence

· Provision of basic information to the callers and purchasing function

· Coordination of work of office services suppliers

· Maintaining corresponding and filing system

· Made arrangements for visas and other official documents

Interests,

Hobbies
Traveling, literature, foreign languages, billiards, dancing.
Tips

Flexible in working assignments, honest, excellent communication skills, high organizational skills.

