 Curriculum Vitae

1. Surname:                Ursu

2. Name:                     Cornelia

3. Date of birth:           06-11-1981


4. Nationality:              Republic of Moldova



5. Contacts:                tel. 060020008, email nellie_potlog@hotmail.com 

	Institution
[from – to]
	Degree/diploma:

	Free International University of Moldova – Business and Administration 

(2006 - 2010)
	Bachelor

	Free International University of Moldova – Germanic Philology 
(2004 - 2005)
	Master

	Free International University of Moldova – English Philology 

(1999-2003)
	Bachelor


6. Language skills:  1 - excellent; 5 – basic
	Language
	Reading
	Speaking
	Writing

	Romanian
	1 (native)
	1
	1

	English
	1
	1
	1

	Russian
	1
	2
	3


7. Other skills:  communication, prioritization, goal-setting, organizational skills, problem-solving, ability to work independently and in a team; time management, open to learning and development opportunities, ability to assume responsibility for work, and follow through to completion, attention to details, computer skills (Microsoft Office tools, Internet). 
8. General professional experience
	Period
	Employer
	Position
	Tasks 

	10.2018 – 03.2021 


	CPM Consulting, implementer of the EU project ”Support to the Public Administration Reform Process in the Republic of Moldova”
Reference person: 
Baiba Petersone, 

Project Team Leader

tel. +371 2 9467004 petersone@cpmconsulting.eu
	Project Assistant

	· Draft and review project documents such as ToRs, minutes, contracts, letters, etc.;
· Prepare package of documents for approval of experts and expenditures by EU Delegation;
· Coordinate the expert team to ensure the outputs are delivered on time;
· Provide assistance to the Team Leader in monitoring and reporting tasks and drafting project progress reports;

· Make procurements for project needs; 
· Maintain up-to-date accounting and other files and records of project documentation;
· Collect and check project experts’ timesheets; 

· Coordinate and make arrangements for workshops, trainings, events and other meetings; 

· Provide day-to-day office management and administrative assistance to project team;
· Provide language assistance, including translation and interpretation (English/Romanian).

	12.2016 -  10.2018

	BNS Europe, implementer of the EU project ”High Level Advisors’ Mission to Moldova”
Reference person:

Daniel Funeriu,
HLA in Education

tel. 068956717

danielfuneriu@gmail.com 
	Assistant to the EU High Level Advisor (HLA) to the Ministry of Education, Culture and Research

	· Provide day-to-day office management and administrative assistance to the HLA;
· Manage HLA’s agenda and business mail;

· Plan and arrange meetings at all levels with the beneficiary, other projects and partners as requested by HLA and accompany HLA to meetings;

· Monitor media coverage of education developments and update HLA;

· Draft minutes of meetings and other written materials in English, Romanian;
· Assistance to the HLA in monitoring and reporting tasks;
· Provision of language assistance, including translation and interpretation (English/Romanian).

	04.2016 – 12.2016
	BNS Europe, implementer of the EU project ”High Level Advisors’ Mission to Moldova”
	Assistant to the EU High Level Advisor in the financial-banking sector for the Prime Minister’s Office

	· Provide day-to-day office management and administrative assistance to the HLA;
· Plan and arrange meetings at all levels with the beneficiary, other projects and partners as requested by HLA and accompany HLA to meetings;

· Monitor media coverage of the developments in the financial-banking sector and provide summaries of key events;

· Draft minutes of meetings and other written materials in English, Romanian;
· Assistance to the HLA in monitoring and reporting tasks;
· Provision of language assistance, including translation and interpretation (English/Romanian).

	10.2010 – 12.2015
	Millennium Challenge Account Moldova, implementer of the US Government’s Compact program in Moldova 
Elena Bodiu,
Administrative and Financial Director

tel. 069922110 elena.bodiu@sda.gov.md 
	Translator /interpreter
(full-time)
	· Provide translation of draft laws, regulations, reports and other project documents produced by and for the use of the project and of the information on the institution’s website;
· Provide interpretation during the visits of international consultants and experts, official meetings, roundtables, seminars;
· Provide logistical support for outreach events, workshops, seminars etc.;
· Substitute and provide support to the Executive Assistant and Office Manager when needed.

	06.2007 – 12.2010
	Central Public Administration Reform project
	Translator/ interpreter
(full-time)
	· Provide translation of draft laws, regulations, reports and other project documents produced by and for the use of the project and on the information for the project website;
· Provide interpretation during the visits of international consultants and experts, official meetings, roundtables, seminars;
· Provide logistical support for outreach events, workshops, training etc.

	09.2003 – 06.2007
	Free International University of Moldova
	Teacher, Faculty of Foreign Languages

	· Deliver several disciplines to English Faculty students


9. Professional experience in translation/interpretation as a freelancer:
2015 – 2020 Freedom House - Media Forward series and Justice First policy brief series in Moldova

Institute for Penal Reform Moldova

E-Government Agency 

Sustainable Development Account Moldova

Terre des hommes Moldova

Social Investment Fund Moldova 

UNDP Moldova Energy and Biomass Project
2013-2014      CPM Consulting – public services reform project

TTSIB project – EU assistance visibility

e-Government Center

1
2

