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                Jelena Kurakina
   18 Sheridan Drive
   Wootton Bassett
   Swindon, Wiltshire
   United Kingdom
   SN4 8JJ
   Tel. +447876298133
   Date of birth - 03/05/1978
   Email: [email protected]
   Education:
   1996-2000
   BA in English and Business Administration in Lithuania Christian
   College, Klaipeda, Lithuania.
   Work Experience:
   June 1997- March 1998
   =====================
   “Thermomontage Ltd”. Insulation company in Lithuania
   Position: Translator/Secretary
   Duties: Assisting senior management in translating documents from/into
   English. General office duties, customer service and everyday
   accounting.
   March 1999- August 1999
   =======================
   “Balticum Television”, Lithuanian cable television network.
   Position: Translator/Secretary
   Duties: Translating movies and TV programs from/into English.
   Providing assistance in secretarial duties for the senior management.
   September 1999- April 2000
   “Scandlines Balticum Seaways”
   Position: Assistant manager
   Duties: Assisting in managing one of the major ferry lines in Baltics.
   Customer relations, daily office duties, accounting, marketing.
   Conducted audits for Lithuanian side of the business. Consulted
   customers in Baltic area. Managed a team of 10 people, organising
   stevedoring work, which involve loading and unloading big amounts of
   cargo.
   Achievements: Gained a good understanding of office management.
   March 2001- August 2001
   =======================
   “Vakaru Express”, regional Lithuanian newspaper.
   Position: Advertisement Department Manager
   Duties: Organising and maintaining adverts in the paper, preparing
   commercial campaigns, as well as maintaining customer relations,
   accounts and bills for businesses and individual customers.
   Achievements: In 5 months gross department’s sales increased by 35%.
   Sepetember 2001- September 2002
   ===============================
   London/Maidenhead, UK
   ---------------------
   CF Trust
   Working as a volunteer for the national charity CF Trust in
   Maidenhead, Berkshire., as well as in Bromley, London. Helping to
   organise charitable events on various levels, maintaining financial
   and administrative duties. Huge success achieved in helping to set the
   World Record of the most parachute descents, which involved 200
   people.
   October 2002-March 2003
   =======================
   London/Maidenhead. UK
   Working as a translator on the self-employed basis.
   March 2003 – November 2003
   ==========================
   Klaipeda, Lithuania
   Working as a translator on the self-employed basis
   * * * *
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