Tanya V. Culp

P.O. Box 741274, Boynton Beach, FL 33474

Phone: 561-752-3391 ( Fax: 801-991-6283 ( E-mail: tanya@uws.net

Profile

Organized, self-motivated business professional with extensive experience in business administration and personnel management. Possess excellent planning, organizing, problem solving, analytical, and communications skills with a strong command of English and Russian languages.

Highlights / Professional Accomplishments

· 3 years as a translator for A Volga Girl, LTD.  Translated 10 to 30 letters per day with an average range of 1,500 words per letter, interpreted telephone calls, different personal meetings. 
· 1 years as a freelance translator working with documents in technical, medical, legal and financial areas that required precision.
· 2 years translating technical manuals on ice cream production.
· 2 years as an office manager overseeing 5 other translators.  Directly supervised the translation of 30 to 50 letters per day with an average of 1,500 words per letter.  Personally inspected each project for quality and accuracy.
· Worked for 1 year as an English instructor at the TOLPI University.

· Translated/supervised legal documents and immigration paperwork for 3 years.
· Maintained a budget, accounting and office operation for 5 to 7 employees.

· Maintained and supervised a MySQL database of 7,000+ clients using PHP interfaces and website.

Professional Experience

Unique Web Sites, Inc., West Palm Beach, FL




                2003-present

Apprenticeship in web-design

Learning HTML, PHP, database management and graphics.

A Volga Girl, LTD., Boonton, NJ, USA-Togliatti, Russia



        1999-2002

Office Manager/translator

(recommendation letter)

Ice cream producing plant, Togliatti, Russia 





          1997-1999
Secretary-Translator 

TOLPI University, Togliatti, Russia






        1997-1998 

English Teacher

Sales company, Togliatti, Russia






        1996-1997 

Accountant’s assistant

Freelance translator 








        1990-1996

Education / Training / Computer Skills

· Togliatti Accounting/Auditing School 3 month course in Accounting, Togliatti, Russia, 1996

· Computer training by TOAZ plant, Togliatti, Russia, 1995

· Pyatigorsk State University of Linguistics, Pyatigorsk, Russia, 1990-1995

· Skilled in:

· Office 97,2000, XP (Excel, Outlook, Word), Macromedia (Studio MX-Dreamweaver, Fireworks, Flash, Freehand), Adobe (Photoshop, ImageReady, Premiere, Acrobat, Illustrator, PageMaker, Streamline), Corel Draw.

