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                                                 Phone: + 995 99-947-010


Manana Petashvili

	Education: 1989-1994                        
	· Iv. Javakhishvili Tbilisi State University, Faculty of Physics, MSc

	Training: 2001
	· Facilitation & Mediation – 2007

· Conflict Management - 2007

· Focus Group Method of Surveys – 2005

· Participatory Monitoring & Evaluation – 2002

· Facilitation Methods – 2001
· Advanced Facilitation Methods - 2001

· Trainers’ Training – 2001, 2006

	Language 
	· Georgian (native), English (fluent), Russian (fluent), German (elementary)

	Computer Skills 
	·   MS Word, Excel, Access, Power Point, Page Maker, Internet



	Work Experience: 

June’07 - present
	Scientific-Research Firm Gamma, Ltd, Tbilisi

Technical Assistant/ Translator
· Assist with technical aspects whilst developing environmental impact assessments and other technical documents – information search, calculations, modeling

· Translate from Georgina into English & Russian and vice versa environmental impact assessments, inventory reports, emission standards, etc.
translation competence: general, business, environment &environmental policy, physics, chemistry, power generation, construction, mining, metallurgy, geology, etc

	May’06 – May’07
	CARE International in the Caucasus, Akhaltsikhe Sub-Office
Environmental Education Officer
· Assisted Nature Clubs in development of environment conservation micro-project proposals/budget for funding 

· Participated in proposal review process 

· Conducted direct monitoring to micro-project activities and provided technical assistance to them

· Assisted in baseline and final assessment surveys

· Provided logistical & administrative support to the project’s trainings and Nature Clubs’ activities

	June’04 - April’05


	“Union of Democrat Meskhs” (UDM), NGO, Akhaltsikhe
Programme Assistant 

· Designed project proposals

· Designed activity and financial reports for donors for UDM projects 

· Gathered, processed and analyzed projects’ related data and information

· Prepared materials for the organization’s web-site

· Participated in planning of the UDM strategies/objective and further activities

· Translated & interpreted

	December’03 – May’04
	UNDP “Establishment of  Women’s Regional Center”, Akhaltsikhe
Programme Assistant 

· Designed and developed sub-project proposals
· Participated in surveys, data collection, data processing 
· Prepared monthly /quarterly financial reports for the Project and managed cash-flow
· Arranged meetings and provided logistical support to the office

· Established and maintained electronic and paper filing system

· Translated & interpreted

	Mar’03 – November’03
	UNDP “Samtskhe-Javakheti Integrated Development Programme”, Programme Implementation Office at Akhaltsikhe 

Programme Assistant 

· Assisted in designing and development of project proposals & data processing
· Prepared monthly /quarterly financial reports of the Programme

· Monitored financial and administration issues of Akhalkalaki Implementation Office of the Programme

· Arranged meetings and providing logistical support to the office

· Established and maintained electronic and paper filing system

· Translated & interpreted

	Nov’02 – Mar’03
	“Union of Democrat Meskhs”, NGO

· Wrote analytical articles for Information Bulletin

	Mar’01 - Mar’02
	Mercy Corps, Akhaltsikhe Sub-Office

Grants Compliance Officer
· Monitored sub-grantees’ activities, monthly financial & activity reports and prepared relevant reports

· Developed questioners to assess the effect and quality of the individual project; interviewed beneficiaries; conducted baseline organizational assessment of sub-grantees and evaluated their progress;
· Participated in pre-award site-visits & assisted grants review committee; 
· Organized trainings and meetings

	Nov’97 – Dec’2000
	CARE-Georgia (Akhaltsikhe Sub-Office)


Management Assistant

· Handled clerical, administrative & logistical matter

· Prepared sub-office financial reports 
· Translated/Interpreted 

	Mar’95 – Nov’97 
	Tbilisi State University Akhaltsikhe Branch

Lecturer of physics 
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