CURRICULUM VITAE 

Ms. Maia Abdaladze

          1. Last name:           

ABDALADZE
          2. First name:     

MAIA

          3. Nationality:    

Georgian

          4. Civil status:   

Single

          5. Education:

Higher


               institution:  

Kutaisi Akaki Tsereteli State Pedagogical Institute
                                    
English & Georgian Studies Department

               date: from: 


1980

                     
    to:  


1985

               degree or diploma:

BS.

  institution:  

Kutaisi Akaki Tsereteli State Pedagogical Institute                                   



Medical Sister Courses
               date: from: 


1983

                     
    to:  


1985       

          7. Language skills:

               language       
reading
speaking
 writing



               Georgian          
Fluently
Fluently
Fluently

   English    

Excellent
Excellent     
Excellent           
              


               Russian

Excellent
Well

Well

          8. Present position:

Staff Assistant,

UN World Food Programme


Kutaisi Office

Duties:


Maintaining office records and reference files in various subjects;




Maintaining policy, personal and general management files, 

Maintaining the daily attendance reports, leave statements and contracts for staff; Receiving/sending fax correspondence; Answering phones; Preparing all financial documentations; preparing daily petty cash and payment vouchers, maintain financial control records of expenditures; preparing monthly financial accounts; maintaining regular entries to the journal; preparing business documentation; preparing weekly travel plan; distributing fuel coupons to drivers and main regular entries to the journal.
9. Office address:

       Address:
         
1, Newport, 384000, Kutaisi, Georgia

       Tel:

         
+8 231 4 27 00 / 4 46 90/ 4 13 85

 E-mail:
         
 Maia.Abdaladze@gol.ge;   Maia.Abdaladze@wfp.org



10. Private address:

     
 Address:

26/7 Chavchavadze, 384000, Kutaisi, Georgia  

     
 Tel:


995 331 7 34 06 (home); 


 Mob:


995 99 54 30 70


11. Qualifications And Trainings: 

· UN WFP Enhanced Commitments to Women. Action and Work plan Development Workshop. Tbilisi. 2005

· UN WFP Programme Evaluation Meeting. Kutaisi. 2005 

· UNWFP Stress Management Workshop. Coping with Changes. Tbilisi. 2005

· UM Learning Strategy on HIV/AIDS_ "Basic HIV/AIDS Competence for UN Staff & Their Family Members" Kutaisi. 2005
· UN WFP Regional Technical Training Workshop on the Enhanced Commitments to Women (Gender Policy 2003-2007) Cairo, Egypt 2004

· UN WFP Results Based Management Training. Kutaisi. 2004

· UN Human Rights Workshop in Gudauri, Georgia, 2004

· UN WFP Stress Management Training. Tbilisi. 2003

· UN WFP Household Food Economy Assessment Workshop. 2003;
· UN WFP Gender Training in Armenia. Certificate. 2003;

· UN WFP Food For Work Project Monitoring Workshop. Tbilisi; 2002

· UN WFP Food For Work Project Assessment Workshop in Tbilisi, Georgia. Certificate; 

· UN WFP Gender Workshop in Tbilisi. Georgia; Certificate. 2002

· UN WFP Assessment / Appraisal & Monitoring Workshop in Armenia. Certificate;

· UN WFP Security Awareness Training Seminars in Kutaisi, Georgia. Certificate; 

· CARE Monitoring Workshop.  – Tbilisi Office, Georgia;

· CARE Exchange Visits of Team Leaders. Tbilisi Office; 

· TACIS Business Skills Seminars in Kutaisi. Certificate;

· TACIS Business Plan Seminars in Kutaisi. Certificate. 



12.  Professional experience record:

2000-2001 

Monitor,

UN World Food Programme

            


Kutaisi Office. 

Duties:
Carry out frequent visits to the districts where Food For Work Projects are going on. Do assessments of the FFW project proposals, undertake monitoring visits in order to check whether the activities are set up and organized as initially planned and the right beneficiaries targeted. Regular visiting distribution points in order to check the ledgers and the distribution procedures. Before each monitoring trip collect and study all information available on the area. Regular checking all the documentations prepared by implementing partners. Regularly visiting the households to assess the effects of the food assistance and the manner in which it was distributed and used. Assess the significant changes in the overall situation, changes in the needs of target population.


Make up schedule of actual monitoring and ongoing evaluation activities. Make field trip reports describing the success and problems.




1998-2000 Senior Monitor,

UN WFP Zugdidi Office


Duties:


Same responsibilities as above only in Samegrelo Region







1996-1998 Lecturer of English,

English Studies Department

Kutaisi State University

Duties:


Conducting English Classes

1995-1996 Team Leader

CARE International in the CIS

Kutaisi Office

Duties:
In co-ordination with the APM, prepare weekly Monitoring schedule, delivery plan, compiling the monitoring data, solving field level problems in Kutaisi and in nine districts of Imereti Region.


Supervise eight field monitors, collect the monitoring questionnaires or relevant documents from the monitors on a daily basis and review them.


Assist the APM in preparation of project periodical reports as and when required.


Maintain high level of professional conducts in dealing with the Government officials, NGOs and Project Beneficiaries.

1994-1995 Monitor,

CARE Kutaisi Field Office
            Duties:
In coordination with the Team Leader to carry out different kinds of monitoring activities: pre-check of beneficiary lists, pre-check of distribution points, dispatch, loading on to trucks and convoy to distribution points, monitoring of distribution, end-use monitoring, assist the representatives of distribution points to maintain the commodity inventory ledgers on a daily basis.


Submit inventory reports from all the distribution points, witnessing distribution at the institution points, physical verification and accounting of food, non food, undertaking weekly market survey in the areas of monitoring activities, liaison with the non-government and government counterparts, participating in meetings.

1990-1994 Lecturer of English

Kutaisi Technical University

Duties:


Conducting English Classes

1993-1994 Deputy Manager

Insurance Company "Aldagi"

Duties:
Primarily responsible to oversee and manage the entire process of            Insurance Company ALDAGI- Kutaisi branch; Maintaining all relevant insurance documentation; Maintaining regular contact with the senior staff of Tbilisi Insurance Company –ALDAGI.

1982-1990 Teacher of English

Kutaisi the Youth Palace

Duties:
Teaching English to the pupils of different schools in Kutaisi



12. Computer Skills:

Microsoft Word, Excel; Internet Explorer

Other:

· Treasurer of the Kutaisi (Georgia)-Newport, Wales (UK) Twinning Association;

· Treasurer of Alumni Association of English Studies Department, Kutaisi State University

Referees:
· Madonna Megrelishvili. Academician. Kutaisi State University; Chair of Kutaisi-Newport International Association. 
Tel    995 99 57 51 75 (cellular); 8231 4 22 79/4 58 56 (office); 8231 4 46 60 (home)

· ThiVan Hoang, Programme Officer. UN WFP Country Office


Tel.: 995 99 57 16 46 (cellular); 
· Madonna Tkeshelashvili. Office Administrator. ORTO International AB.


Tel.: 995 99 50 79 90.

· Valery Zabakhidze, Head of UN WFP Western Georgia Office


Tel.: 995 99 20 21 24;

· Zia Ziauddin. Financial Officer. UN WFP Country Office


Tel.: 995 99 57 49 11 (cellular);
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