CURRICULUM VITAE

MARINA M. IGNATOVA

Date of birth: 1971

Residence: Moscow RUSSIA, 

Phone: (7-095) 180 0718, mobile number: 8-902-6789116

__________________________________________________________________________________

OBJECTIVES: Translator/interpreter.

WORKING EXPERIENCE:

September 1998 – Present

LEBOEUF, LAMB, GREEN @ MACRAY, American Legal Company

Paralegal.

Translation,  subject: business correspondence, corporate, banking and tax law, securities, accounting, litigation and marketing documents, etc. Administrative assistance to Senior Counsel. Legal researches. 
November 1997 - August 1998
ALLEN @ OVERY LEGAL SERVICES, British Legal Company

Translator.

Translation and interpreting. Subject: corporate, banking, customs and tax law, securities, copyright, accounting, litigation and marketing documents, business correspondence.

April 1997 – October 1997
RENAISSANCE CAPITAL GROUP, Financial Banking Group

Personal Assistant to the Partner. 

Assistance to the Partner and administrative assistance to the Partner’s Department. Presentations. Preparation of the financial daily consolidated reports.

November 1995 – January 1997
AMOCO EURASIA PETROLEUM COMPANY

Administrative Business Analyst.

Office administration and maintenance. Housing for Expats, customer relationship. Monitoring of serving personnel, Invoice processing (Taxation issues). Budgeting. Contract drafting, negotiating with the counterparties, tracking contract terms and expiration dates. Translation of legal documents.

January 1995 - April 1995
JSC ELECS CORPORATION INTERNATIONAL 

Personal Assistant to the Chairman of the Bank.

Translation and interpreting, administration, organization of appointments schedule, assistance in banking documentation packaging. Independent work on the formation of a brokerage company with the Almaty Exchange in Kazakhstan (tracking both Russian and Kazakh legislations issues).

February – December 1994

SOFRERAIL-PARIS, French Railway Company

Translator/interpreter.

Working with the Economic Project patronized by the European Bank of Reconstruction and Development and with the Ministry of Railways of the Russian Federation.

PART-TIME:

July 1993- December 1994

JSC SOVENTURE-MOSCOW, American-Russian Movies Company
Editor-translator of the movies.

Translation of video movies, interpreting at the Movies Markets.

1990-1992, 1995

SOVINTERFEST, Movies Company

Translator/interpreter of the movies.

Translation and interpreting at the International Moscow Festivals in 1991, 1995 yys.

1990-1995

Freelance translator/interpreter.

Working with different Russian and foreign companies.

EDUCATION:

1997-2001
Moscow State University, Law Department

1996 American Institute of Business and Economics, Business Law

1996
Computer Courses in Word for Windows, Windows Excel, Power Point 

1993 Courses for managers at the Russian-American University

1988-1993 Moscow State Linguistic University, Translation Department

LANGUAGES:

Fluent English.

COMPUTER SKILLS:

Word for Windows, Windows Excel, Power Point, Visio.

