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Program Coordinator
Continuing Education Center at AUCA, Bishkek (Kyrgyzstan) https://auca.kg/en/cec/
· Reception of clients, taking payments; 

· Coordinating, supervision and scheduling of CEC’s projects; 

· Developing and implementing of on-going project management and reviewing; 

· Coordinating of all program safety procedures. 

Intern-assistant
UNDP Disaster Risk Management Programme, Bishkek (Kyrgyzstan) http://db.undp.kg/
· Assisting in the organization of the conferences; 

· Translating documents from English to Russian, from Russian to English; 

· Writing official letters; 

· Filling out databases, office work. 

Intern-assistant
Ministry of Social Development of Kyrgyz Republic, Bishkek (Kyrgyzstan) http://www.mlsp.kg/index.php/ru/
· Assisting in the organization of the conferences; 

· Translating documents from English to Russian, from Russian to English; 

· Writing official letters; 

· Filling out databases, office work. 

Administrative assistant of the editor
Editorial office of “Dengi i Vlast” (“Money and Power”) newspaper, Bishkek (Kyrgyzstan)
· Accepting clients; 

· Searching for economic and political news; 

· Participating in conferences writing reports on them, interviewing certain people; 

· Translating documents from English to Russian, from Russian to Kyrgyz, office work. 

Host manager assistant
Kyrgyz Community Based Tourism Association, Kochkor v., Naryn oblast (Kyrgyzstan) http://www.cbtkyrgyzstan.kg/index.php/en/
· Dealing with bookings by phone, e-mail, letter, fax or face-to-face; 

· Organizing procedures when guests arrive and leave; 

· Registration of variety of tours and payments; 

EDUCATION AND TRAINING
17/08/2009–02/05/2013
18/08/2008–26/05/2009
01/09/1998–24/06/2008
PERSONAL SKILLS
Mother tongue(s)
Other language(s)
English
German



▪ Dealing with special requests from guests.
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Bachelor of Arts in International and Comparative Politics
American University of Central Asia, Bishkek 
High School Diploma
Desert Hills High School, St. George (Utah, United States of America)
Secondary General Education
School-gymnasium “Karakoo” named after Ninakan Jundubaeva,, Kochkor v., Naryn oblast

Kyrgyz, Russian
	UNDERSTANDING
	SPEAKING
	WRITING

	
	
	
	
	

	Listening
	Reading
	Spoken interaction
	Spoken production
	

	
	
	
	
	

	C2
	C1
	C2
	C1
	C2

	
	
	
	
	

	A1
	A1
	A1
	A2
	A2



Levels: A1/A2: Basic user - B1/B2: Independent user - C1/C2: Proficient user
 Common European Framework of Reference for Languages
	Computer skills
	Microsoft Office (Word, Excel, PowerPoint) and SPSS.



ADDITIONAL INFORMATION
Project experience In March - October 2011, as a team of two students, my colleague and I managed a project "Lack of education today, unemployment tomorrow.” In the scope of our project: questionnaire of 400 respondents was done, and the outcomes and analysis were transcribed to the SPSS.
Certificates
July 2012.Certificate for successful completion of the FLEX “Exchanges to Internships” program funded by the ACTR/ACCELS and the US Embassy in Bishkek.
2009 - 2010. Certificate for active Volunteering on the ACTR/ACCELS projects (Visiting elderly houses and orphanages once a week, trainings for schoolchildren and orphanages on English language, assisting in teaching English courses at the American Corner).
August 2008 - May 2009. Certificate for successful completion of FLEX program (Future Leadership Exchange Program).
