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       (720)-495-9191

Summary of Qualifications

· High level of computer literacy in business programs for both Mac and Windows
· Highly articulate and effective communicator; excellent interpersonal skill and cross-functional team interactions to collaborate with various teams on all levels;
· Maximal organizational skills; incredible attention to detail and optimal efficiency in sorting through, organizing, interpreting and representing information; able to multitask, work at a fast pace and meet tight deadlines;
· Russian, Ukrainian, English, Chinese, Japanese and Polish communication skills, both written and verbal; 
Professional Experience

Pearson Education 






  
    Denver, CO

Client Services Consultant




   
    2011 – 2013
· Tracked and supervised aspects of product implementation with multiple Pearson development and support teams.

· Established and maintained operational contact with Educational Partners via email, phone, and proprietary software

· Provided software training to the school administrators with follow up troubleshooting and quick resolution 

· Proactively identified appropriate solutions/changes in procedure for the Educational Partner and identified issues before they occurred
Language Consultants International (LCI)


 
Denver, CO

Freelance Translator 





   
2010 – 2011 

· Effectively scheduled and performed the translation of company web site and potential customer correspondence into the Russian language.

· Identified administrative challenges and collaboratively shaped solutions to optimize office operations.

· Composed, recorded and edited a promotional video for potential English language learners.

· Proven ability in organizing files, screening calls, developing spreadsheets, and managing calendars.

Innovative Language Learning LLC



 
 Tokyo, Japan

Podcast Content Creator/Web Site Manager


            2009 – 2011
· Created and oversaw content and recording team to deliver well over 500 audio programs over a one-year season with the total amount of 1 thousand lessons delivered by April 2010 and a million app downloads by September 2011.

· Helped to design a creative website that resulted in a significant increase in website visitors.

· Developed new and innovative techniques as necessary to achieve the objectives and goals online.

Tokyo Chinese School (TCS)




 
  Tokyo, Japan

English Language Teacher




     
  2009 – 2010

· Created authentic materials and taught the English language to large groups of international students aged 6 to 11. Detailed lessons explanations were provided in Chinese, Japanese and English languages.

· Worked independently to schedule meetings, screen calls, and completely manage office correspondence.

· Consistently ensured compliance with established regulations and policies – written or unwritten.
· Provided assistance to financial professionals in preparation of documents, reports, and meetings.

· Conducted research, compiled data, and prepared detailed reports for presentation on specific cases.

JPA (Japan Planning Association Co. LTD.)



 Tokyo, Japan

Translator/Editor






    
 2008 – 2009 

· Translated and edited texts and articles in magazines, established business relations, and performed market research.

· Provided comprehensive translation of fashion software from Japanese to Chinese language

· Assisted scheduling client meetings and ordering supplies while ensuring client services were provided.
Private English/Russian Teacher, Tourist guide
           
  Beijing, China
                  2005-2008
· Organizing round-China trips for foreign tourists of many nationalities including Russian, Ukrainian, Polish, and Japanese, guiding visitors in the language of their choice and interpreting the cultural and natural heritage of Chinese areas.

· Private lessons of Russian and English languages 

· Official position in Beijing Normal University language courses for children in 2006. 
Embassy of Ukraine in Japan



    
 
Tokyo, Japan

Consul’s assistant, visa clerk                                                               2001-2002
· Providing direct feedback and support on bureaucratic issues to both foreign and native citizens. Acting as coordinating liaison to the consul.

· Working with members of the Ukrainian, Russian, Polish, Japanese and other diplomatic communities to organize a cross-cultural celebration of national holidays and other major events. Personally interfaced with high-level diplomats and ambassadors from over 30 countries.
Education

· 2003 – 2008:  Beijing Normal University – Beijing, China

BA in Sinology

· 2001 – 2003:  Taras Shevchenko National University of Kiev – Kiev, Ukraine

BA in Chinese, Japanese and Korean Philology (unfinished, transferred to Beijing Normal University)
Additional education:

· 2009: Business course in Temple University in Japan 

· 2009: Managerial psychology course, Temple University in Japan 

· 2010: Paralegal course, Temple University in Japan 
