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OBJECTIVE
I am a highly motivated Administrative Assistant and Technical Translator with 16 years of work   experience in multinational Oil & Gas companies specializing in Engineering, Well Operations, Production, Construction, Maintenance, HSE, HR, Quality Assurance disciplines.  My aim is to obtain a position which allows me to utilize my gained skills and abilities to   promote growth and foster professional development.

 CITIZENSHIP
 Kazakhstan 
 EDUCATION
 West Kazakhstan State University, Uralsk, 1996 - 2000

 Foreign Languages Faculty, Speciality  - English language.

 West Kazakhstan Engineering and Humanitarian University, 
 Uralsk, 2008 - 2010 
 Faculty of Economics, Speciality – Economics  
 Kazakh – German Joint Venture “Andas”, Uralsk,
 September 1998 – December1998
 Qualification – PC Operator 
 Uralsk Business School “KRAMDS”, October 1995 – May 1996

 Qualification – translator   

 English language specialized secondary school #19, Uralsk, 

 Kazakhstan, 1986-1996

 LANGUAGES
 Fluent in English, Russian
 IELTS 2008 Academic Level – overall 8 (8 of 9 band)

WORK EXPERIENCE 
April 2014 – December 2014
Wood Group PSN KazStroy, Atyrau, Kazakhstan 
Technical Translator/HR Administrative Assistant Translation of technical documentation, specifications, procedures, contracts, regulatory and shipping documents, correspondence related to company business activities at Kashagan project - oil-producing plant covering  engineering, procurement, industrial construction, commissioning, operation and maintenance. Interpretation support during meetings, presentations, etc., in-house and at the client’s premises. 
Performed duties of HR Administrative Assistant - provided candidates for translator/interpreter company vacancies by screening, interviewing, and testing applicants; notified existing staff of internal opportunities; maintained personnel records; obtained temporary staff from agencies; documented part of human resources actions by completing forms, reports, logs, and records.
June 2011 – September 2013
Petrofac International Ltd. Sharjah, United Arab Emirates 
Technical Translator Translation of contracts, guidelines, datasheets, specifications,                   procedures. Translation of various drawings for civil, process, piping, HSE and other departments using MicroStation and AutoCAD software.  
October 2005 - May 2011

Karachaganak Petroleum Operating b.v., Aksai, Kazakhstan 
Technical Translator in Project Development Directorate, 4th Stabilization and Sweetening Train Project
Translation of technical documentation, contracts, tenders and tender evaluations related to 4th train construction management. Interpretation during meetings with contractors and vendors as well as internal meetings and presentations of directorate. 

Technical Translator in Production and Maintenance Department. Translation of technical documentation – operation manuals, specifications, correspondence, instructions, procedures, minutes of meeting, protocols, contracts, certificates, reports, etc. for Electrical, Mechanical, Instrument, Well Operations, Engineering, Pipelines and HSE Disciplines. Interpreting for meetings, negotiations with clients and contractors, conference calls, presentations.
May 2004 – September 2005
Tengizchevroil, Tengiz oilfield camp, Atyrau region, Kazakhstan
Technical Translator/Interpreter/Administrator in The Sour Gas Injection (SGI) & Second Generation Project (SGP) Department
Team member of the new ongoing Tengizchevroil project, responsible for correct translation of the official construction, precommissioning, commissioning and startup documentation that will be used as a future standard project work instructions. Translation of procedures and plans, correspondence, meeting minutes, site audit observation reports, punch lists, technical data sheets and specifications related to the operation of the department. Interpretation during project sites walkdowns and company meetings aiming at solving ongoing project tasks and achieving goals.
March 2003-May 2004, Comerint S.p.A. Kazakhstan Branch, Training

Department, Aksai, Kazakhstan
Technical Interpreter to OJT (On Job Training) Mechanical Instructor – mechanical plant maintenance, OJT Production Instructor – plant and pipeline startup, normal operation and operational duties of local staff. Goal of the project: to train local staff to be able to perform duties on self-standing basis. 

Interpretation of technical courses, such as Mechanical course, Production Operation Course: Pipeline, Emergency Shutdown System, Distributed Control System, Gas Scrubbers and Heat Exchangers, Chemical Injection, Pumps, Mechanical Alignment, Principles of Hydrocarbon Treatment, Drilling Rig and Christmas Tree Components, etc. 

Drawing up of Operation and Maintenance Field Reports.
August 2002 – December 2002, Baker Hughes Kazakhstan Branch, Aksai, Kazakhstan
QHSE Administrative Assistant / Translator

Interpretation and translation from English to Russian and vice versa, maintaining and reporting statistical records and data, administer HSE TRAC records, maintain QHSE central filing system, translating of technical and non-technical manuals, reports, correspondence and other documentation, interpreting during negotiations, signing of contracts, agreements, training courses: Overhead crane course, Forklift course, Defensive driving, H2S, etc.  
February 2002 – July 2002, “Bolashak”, Karachaganak Petroleum             
Operating b.v. Kazakhstan Branch, Aksai, Kazakhstan
Interpreter in General Services Department, translations in construction, electrical engineering spheres.
July 2000 – February 2002, cJSC “KIOS”, Kazakhstan Branch, Aksai, Kazakhstan
Interpreter, performed duties of Quality Manager Assistant, Production Manager Assistant - all types of translations in quality assurance sphere including quality documentation, certifications, licenses, manuals; technical documentation: well-head and X-mas tree equipment, fishing and milling equipment; 

HSE Manager Assistant - supporting QHSE activities – translations, inductions, licensing, reporting, client reporting
November 1999 – March 2000,”Saipem” Kazakhstan Branch, Aksai, Kazakhstan
Secretary – Interpreter to General Manager. I carried out the normal duties of a secretary such as preparing documentation and correspondence on the computer, faxing, photocopying etc.  I was involved in a variety of different types of work such as interpretation during negotiations, translation of technical and financial documentation, contracts and agreements, correspondence in general.

COMPUTER SKILLS
Windows Environment, MS office 

ADDITIONAL COURSES ATTENDED 
Presentation and communication skills 
Time management
Problem solving and decision making
Interpersonal skills
Report Writing
Personal Effectiveness 
