CURRICULUM VITAE
NAME


Sheila Royce

ADDRESS

30 Nasmith Avenue




Corby




Northants  NN17 1DR




England

TELEPHONE/FAX
01536 400925

MOBILE

07778 954160

E-MAIL


s.royce@btinternet.com;  oakwood.lang@btinternet.com

DATE OF BIRTH
15 January 1963

NATIONALITY

British

ACADEMIC AND PROFESSIONAL QUALIFICATIONS




1981 - 1982

University of Hamburg 

1982 - 1986

University of Newcastle Upon Tyne




BA Honours in Combined Studies, 2:1 (German, Spanish, French)

1987 - 1988

Tresham College, Kettering




RSA Diploma for Bilingual Secretaries: German and Spanish

1995 - 1996

City University, London (part-time)




Institute of Linguists Diploma in Translation 

1997 - Present

Membership of the Institute of Linguists

EMPLOYMENT

March 2001 - Present
Sole proprietor of Oakwood Language Services, providing translation, copywriting and proof-reading services. 


Achievements: German-English translation service to industry. Specialisms: Machine safety, PLCs, automation technology, control and monitoring technology, computer hardware/software, fieldbus technology
Work has included: fieldbus installation manuals, operating manuals; software manuals, programming manuals, technical data sheets, training manuals, website translation, newsletters, press releases, image brochures; co-wrote and edited 250-page guide to programmable safety systems.

1988 – March 2001
Pilz Automation Technology 

(manufacturer of electronic control equipment)




Responsibilities / main achievements:

- Translation of product literature, technical catalogues, operating manuals and programming software packages from German into English. Product areas included:






  Safety relays, control and monitoring relays, operator terminals/consoles, industrial computers, PLCs, fieldbus systems, networks, programmable safety systems;

- Translation of press releases, editorial features, advertising texts, marketing materials, web site texts, financial reports;

- Proof-reading and final sign-off of all documentation before printing;

- Implementation of TRADOS Workbench translation memory;

- Creation and maintenance of bilingual database of specialist terminology, originally in Excel, then Multiterm;

- Daily liaison with German parent company and other subsidiaries throughout Europe;

- Planning company’s PR and advertising schedules;

- Writing press releases, features and application stories for the
 technical press; regular communication with editors;

- Co-wrote and edited 230-page “Engineers’ Guide to Safety”;

- Edited company newsletter;


- Member of company’s management team from 1995 - March 2001.

CONTINUING PROFESSIONAL DEVELOPMENT
1993


Editing and Proof-reading Techniques 




Copywriting Workshop 




Designing Successful Sales Literature

1994


“Train the Trainer” program 

1995


Skills and Techniques of a Press Officer, City University

1996


Adobe Freehand training

1996


Quality Assurance: BS EN ISO 9000 Auditor

1998


Grammar and Proof-reading 

1998/1999

Attended annual ASLIB Conference (Translation and the Computer)

1999


Microsoft Word training 

1999


TRADOS Workbench/Multiterm Training

2000


Interviewing for Writers 

2000 Business start-up course (Chamber of Commerce) 

2001-Present

Further TRADOS Workbench/Multiterm Training

