CURRICULUM VITAE

Yucel Vera
	E-mail:
	neobriz@yandex.ru


	Mobile phone:
	+90 (539) 591 44 46


	Home address:
	Russia, St. Petersburg, Uchitelskaya st., 19/1/131 (by passport)/ Turkey, Antalya (living address)


	Date of birth:
	12.07.1982

	Citizenship
	Russia, Turkey


Education:
1989 – 1999 – Eastern gymnasium with in-deep study of Chinese and English languages
2000 – 2005  –  St. Petersburg State University of economy and finance/Management/Economy and enterprise management/Specialist
Additional education
1999 – 2000  – “Perspektiva”, International Institute of further training/accountant
Professional experience 

12.2009 – 07.2012 – «SOVET», Consulting agency, Antalya, Turkey
Position – information manager

Duties – maintenance of the company web-site (content, copywriting, writing of articles in Russian, English and Turkish languages, searching, translation, editing and publishing of news, articles, forum moderating), internet-surfing, searching and translation of information, work with company clients, simultaneous translation during negotiations, written translation of letters and documents (international contracts, licenses, statues, Certificates of Incorporation, bank documents and tax returns, accounting documents, technical documents, business articles etc.)
08.2009 – 10.2009 –  «Anex Tour», Touristic agency, Antalya, Turkey
Posıtıon – Transfer manager, guide
Duties – transfer of touristic groups to hotels and airport, detailed consulting on a subject of rest and sightseeing in Turkey, organization of excursions, simultaneous translation.
11.2008 – 16.02.2009 – Publishing house “Alfaret”, Ltd.(publishing)
Position – Project manager 

Duties – Publishing of rare old books, maps (preparation of terms of reference, drafting of reports, conclusion of customer agreements, copywriting, writing of articles, press-releases, news for company web-site, information letters etc.)
09.2007 – 10.2008  - Project company “A.Len”, Ltd. (architecture)
Position  - Assistant of CEO
Duties – administrative functions, business correspondence, paper work, office provision, cooperation with customers, contractors and subcontractors, translation of project documents, work with agreements, etc.

11.2006 - 02.2007 – “Industrial Construction partnership”, OJSC (construction)
Position  - Assistant of Commercial director
Duties  - Company PR, information support of the web-site, administrative functions, business correspondence of Commercial department, cooperation with partners, customers, development of corporate style.
09.2001 - 03.2006 – State Institution “St.Petersburg Center of International Cooperation”(international cooperation) / Autonomous non-commercial organization “Nortn-West Development Investment Agency”.

Position  - International Project manager
Duties  - Organization, support and realization of international projects in field of business and cultural cooperation within the framework of St. Petersburg and North-West region governmental strategy of international cooperation development (conferences, round tables, seminars, presentation, international culture programs, events for investment promotion and economic development of the North-West Russia), working with international documents, databases, development of concepts and agendas of events, business correspondence and negotiations with partners and customers, translation (English, Chinese), visa support, business trips. In particular – carrying out annual of international Russian-Chinese, Russian-German, Russian-Italian and Russian-Japanese culture and business festivals, including business conferences with participation of international business representatives, officials of St. Petersburg Government, foreign authorities, General Consulates.
06.2000 - 07.2001 – “Medical cervice”, Ltd. (Private medical clinic)

Position – Secretary, translator, personnel manager

Duties – Assistant of CEO, personnel records, assistance for financial department, translation, administrative functions, client agreements realization, office-management, business correspondence.

Foreign languages:
Russian: Native language
English: Fluent 
Turkish: fluent spoken, written translation with dictionary
Chinese: Translation with dictionary
General skills:
PC confident user (MS Office, Internet, Databases, Adobe Acrobat reader, Photoshop, MS Project, Skype, Power Point, Promt, Lingvo etc.), high typing speed, absolute literacy. Skills of business correspondence support, knowing of business machinery, managing skills and experience, analyzing abilities, carefulness, responsibility, creativity, sociability. Effective self-organization. Efficiency. Experience of work with foreigners. Wide experience of spoken and written translation.  Skills of organization of different events.
Additional skills and experience: 

2006 – Work for “Restec” Exhibition company with different projects: collection of social and economical data for St.Petersburg Government (statistics of city  tourist and real estate development); independent realization of the congress-exhibition “High technologies. Innovations. Investments”.
2007  – Participation in preparation of St. Petersburg International Economical Forum ( Participant agreements supervisor).

Also have wide experience of writing of articles on different topics (advertisement of goods and events, real estate, etc.)
