                  CURRICULUM VITAE


 
                              NATALYA BOYCE





Address: 
23 Blinkhorns Bridge Lane







Gloucester, GL2 0SL






England, UK









 Phone:
+44 (0)1452 547292 home







+44 (0) 7814 956436 mobile




E-mail:
 info@astoriart.co.uk
EDUCATION_________________________________________________________________1989 - 1994   University of World  Languages, Tashkent, Uzbekistan

     

                       Qualified as a Teacher of English, Bachelor’s Degree
1979 - 1989  Secondary Comprehensive School, Tashkent, Uzbekistan 
LANGUAGES SPOKEN: _______________________________________________________

Russian (mother tongue), English (Degree)
KEY SKILLS: _______________________________________________________

Translating/Interpreting from English to Russian & vice versa 
EXPERIENCE_________________________________________________________________

October 2007 – Freelance Russian Translator working under the brand 
Astoria Russian Translations, www.astoriart.co.uk 
March 2007 – September 2007 “Capita Commercial Services Ltd.”, Gloucester, UK


LSC Administrator / Legal Advisory Department
· Audio typing of letters and documents

· Taking minutes of meetings

· Liaising with Capita’s internal and external suppliers

· Producing monthly reports for the Legal Services Commission

December  2006  “University of Gloucestershire”, Gloucester, UK



 Administrator, Social Care Department
· Processing module evaluation forms from tutors 
· Assistance with paper workloads
· Handling students data
· Responding to e-mails
2005 – 2006  “Francis & Lewis International Ltd”, Gloucester, UK


 (Manufacture of telecommunication towers)


 Projects Administrator
· Calculation and purchase of materials, components and accessories for manufacture of towers such as steel, bolts, etc. 
· Liaising with suppliers 
· Raising purchase orders

· Tracking deliveries
2001 - 2005  “Telecom-Expert”, Moscow, Russia 


             (Telecoms consulting)



 Communications Manager/Translator 
· Establishing and development of relationships with partners all over Russia & CIS countries 
· Translation of contracts, presentations, market researches and website of the company (www.telecomexpert.ru), its updating

· Was a coordinator of a long-term research project 

· Assistance to the General Manager in all relevant matters
· Selecting appropriate information in mass-media for the General Manager & analytical department of the company in Russian and English
2000 - 2001   “NELK”, Moscow, Russia

                 (Data security)


 Translator/Interpreter
· Translation of software, user manuals & guides to data security systems & facilities, translation of contracts and other business related documents, website of the company 
· Interpreting at meetings with foreign customers and partners
1997 - 1998  “DAEWOO Bank”, Tashkent, Uzbekistan



 Translator/Interpreter

· Translation of legislative acts and resolutions of the Government of Uzbekistan for the bank management, translation of contracts, letters and business related articles
·      Interpreting at meetings with customers and team meetings
1997 May - September “Auto Trading”, Kiev, the Ukraine



(Kia Motors Branch)


Translator/Interpreter

· Translation of contracts, letters and other business related documents
·      Interpreting at meetings with partners
1996 - 1997  “DAEWOO Corporation”, Tashkent, Uzbekistan


 (Telecommunications)




Translator/Interpreter

Took part in 3 projects: launching GSM network, 

launching paging network, digitalization of the Uzbek National 

Public Switched Telephone Network (PSTN)    

Translation of business documents, interpreting at top level meetings   

(Ministry of Communications, Uzbektelecom, Radio Centre, etc.) 

1994 - 1996  “Kamalak-Paging”, Tashkent, Uzbekistan


(Telecommunications)


 
Sales Manager


· Dealing with customers, services promotion
· Translation of business documents, contracts and pager manuals

· Producing reports for the Financial Director

1992 - 1994  “MBA-INKA”, Tashkent, Uzbekistan


 (News Service Agency)


Freelance Translator/Interpreter
· Translation of digests, economic forecasts, political events
TRAINING___________________________________________________________________

2003 - Seminar "Business Corresponding" (arranged by LIGA), Moscow, Russia

1996 -
Sales Promotion Training (arranged by MOTOROLA), Tashkent, Uzbekistan 

OTHER SKILLS_______________________________________________________________
PC - Microsoft Word, Excel, PowerPoint, Outlook, Adobe Acrobat, SAP, CRM, ERIC.
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