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CURRICULUM VITAE

Natalie Zambakhidze

Experience: 


           2006 01/10 – Present

           Center For Protection Of Constitutional Rights(CPCR)
Coordinator of the Project “Women’s Rights Advocacy”

Project Assistant (Legal Aid for women, ABA/CEELI);
2004-2006 18/09

Humanitarian Organization -  “Caritas Georgia”.

Coordinator in Western Georgia

 2002 01/02 – 2001 01/07

           
 Georgian Taxi & Bus Company/Administration/


 Assistant General Manager

·  Preparing and arranging all kind of travels and flights for the General manager and all Foreign staff.  

· Preparing the meeting with the government authorities and local partners.

· Translating for the general manager: different kind of meetings with the lawyer, auditor, representatives of the traffic police, taxi drivers and the staff.

· Translating the documents (agreements, correspondences, invoices, letters) into English and Georgian and keeping the records.

· Communicating by e-mail.

· Maintaining all kind of files for service center and administration.

1998 17/02 – 2000 01/02

GT&BC / Mitsubishi Motors Service Center/

Executive Secretary – Assistant Service Manager

· Updating invoices, daily, weekly, monthly, annual reports of taxi operation and retail vehicles repair.
· Maintaining the stock of the vehicle spare parts and keeping the records of their movement.
· Preparing the weekly report of the technical condition of the vehicles.
· Pricing the parts & providing the parts prices for customers & estimates.
· Putting the prices on Credit & Cash sales vouchers.
· Translating for the Service Manager the local contacts including the complete translation of parts invoices and consignment documents from English to Georgia language for local authority.
· Translating meetings with the lawyers, auditors and the representatives of local tax or customs departments.
· Translating the acts and court decisions for the managers.
· Updating the attendance of the Workshop staff.
· Updating the Vehicles Movement &Taxi Daily operation.
· Preparing all kind of documents &letters for the local staff & expatriates.
· Having the experience in searching the spare parts in elect. Catalogues.
· Providing the daily operation control of the service center. (sales of spare parts & labor).

1991

Freelance Interpreter

· Interpreter of Mr. Steve Hoselitz (Partner. Great Britain)
· Translating the meeting with journalist of TV, radio & newspaper
1994 – 1997

Office Girl

Georgian painters Union

· Translating different letter & documents for the painters.
· Maintaining the files and keeping records of the exhibitions.
1991

Interpreter

· Interpreter of the group of Georgian pupils in Great Britain.

Education:
1992 – 1997



Tbilisi State University



Faculty of West European Languages & Literature/English/



Philologist, teacher of English Language 



Graduate with honors.

1997              CES (center of English Studies) Dublin, Ireland.

Language course in English / 2month /

Upper Intermediate

1981 – 1992
Secondary School N3 Kutaisi, Georgia



Graduated with honors

Language Skills:
Georgian – Native




English – Excellent




Russian – Excellent

Computer Skills:
Microsoft Word, Excel, Internet, E-mail

Interests:
Dancing, literature, music, sports

Biographical Information:

Date of Birth – 21.06.1975






Place of Birth – Kutaisi, Georgia






Marital status – Married, two children


