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AZRIN ADLINA BINTI ZAINOL ABIDIN

40, Jalan Ibukota 1, Taman Ibukota,

53100 Kuala Lumpur, MALAYSIA

Mobile +60-12-316-5464
Home +60-3-4023-8537

azrin_zainol@yahoo.com
azrin9@gmail.com
RESUME

A. PERSONAL

NAME


:
AZRIN ADLINA BINTI ZAINOL ABIDIN

IDENTITY CARD NO.
:
740731 - 02 – 5732

DATE OF BIRTH

:
JULY 31, 1974

SEX


:
FEMALE

RACE


:
MALAY

NATIONALITY

:
MALAYSIAN

QUALIFICATIONS
:
B. Sc. IN COMMERCE, UNIV. OF VIRGINIA, U.S.A.

TRANSLATOR INFO

A CERTIFIED FREELANCE TRANSLATOR BY THE MALAYSIAN INSTITUTE OF TRANSLATION

NATIVE LANGUAGE
 :
MALAY

SOFTWARES
:
ALL MICROSOFT OFFICE APPLICATIONS, TRADOS,



WORDFAST 5, ADOBE ILLUSTRATOR & PHOTOSHOP

SPECIALISATIONS
:
MARKETING/PR, HUMAN RESOURCE, FINANCIAL 





SERVICES, BUSINESS IT, MSDS & MARKET RESEARCH

STANDARD RATES
:
Translation:

ENGLISH <> MALAY
USD$0.08 ~ USD$0.15

Intrepreting:

ENGLISH<> MALAY (Kedah, Kelantanese dialects)

Rates to be negotiated

AVERAGE CAPACITY
:
2,000 words per day
B. QUALIFICATIONS

1. Graduated with B. Sc. In Commerce, from The University of Virginia, USA in May 1997 with a second upper class degree under the full American Top Universities (ATU) program scholarship.

2. Achieved six aggregates in the Sijil Pelajaran Malaysia, scoring 8A’s out of possible 9.

3. Results of language tests:

· INTENSIVE ENGLISH AT INDIANA UNIV.

-  
EXCELLENT

· TOEFL SCORE




-  
597

· SAT VERBAL SCORE




-
500

· 1119 ENGLISH




-
4B

· SPM ENGLISH




-
A1

· SPM MALAY

 



-
A1


· ELEMENTARY JAPANESE I AND II


-
A

4. Academic Background

Sep 2003 – Dec 2003 

Diploma in General Translation (Grade: Excellent)





Malaysian Institute of Translation, Kuala Lumpur, Malaysia.

Aug 1993 – Aug 1997

B. Sc. in Commerce (CGPA 3.21)





University of Virginia, Charlottesville, Virginia, U.S.A.

Aug 1992 – Aug 1993
Indiana University, 

Bloomington, Indiana, U.S.A.

Jan 1987 – Dec 1991
Upper & Lower Secondary, Sijil Pelajaran Malaysia (8As, 1C3) 


Science Stream, Sekolah Seri Puteri, Kuala Lumpur, Malaysia.

5. List of Translation Portfolio (Freelance - since 2002): 

· Website localisation for Malaysian companies, IT and Education industries (English > Malay)

· Worked on text messaging device project for a Canadian company for four (4) months in 2004 (English > Malay)

· IT Equiment Surveys & Questionnaires for a Hong Kong based agency (English > Malay)

· Translated MSDS for multinational companies in Malaysia (English > Malay)

· Press Releases for a US based company (English > Malay)

· Birth/Marriage Certificates for a Hong Kong and Ireland based companies (Malay > English)

· Movie/TV series subtitling for a US and an Indian based company (English > Malay)

· Prospectus translation works for Malaysian companies (English>Malay)

· Translation of Legal Representative Consent Form for a hospital in the UK (Malay>English)

WORK EXPERIENCE

1. ASST. MANAGER, SUPPLIER SERVICES MANAGEMENT DEPARTMENT

Commerce Dot Com Sdn. Bhd., Kuala Lumpur, MALAYSIA (Oct. 2001 – Oct. 2002)

· Product Manager for ePerolehan Directory, a directory to support ePerolehan system – a registration and transaction system built for the Ministry of Finance under the e-Government flagship.  Responsible for the directory content and product launching, in English, translated into Malay.

· Product Manager for Tender2U, a fairly new product.  Operationalised the product and daily operations through the Standard Operating Procedures & Policies, Job Descriptions and Sales Activities and ensuring that the product is sellable.  In charge of developing corporate brochures, forms, and web content to market Tender2U for branding, market positioning and promotional activities in English and Malay.
· In charge of ensuring that suppliers who are Government registered are ePerolehan enabled in line with the government directives.
· Composed and translated write-ups for various correspondences/documents/ user manuals/guidelines from English to Bahasa Malaysia to suit audience who are mainly Government suppliers and staff.

· Developed the Start-up Pack/FAQ/brochures/correspondences to ensure that the Government suppliers and staff understand the process of being online via the e-procurement system.

· Prepared presentation materials for workshops/seminars organized for educating and creating awareness among Government suppliers and also presentations to the Management of Commerce Dot Com.

· Prepared feasibility studies, focus group questionnaires and analysis in English & Malay. 

2. SENIOR EXECUTIVE, CONSUMER SALES MANAGEMENT DEPARTMENT

Malayan Banking Berhad, Kuala Lumpur, MALAYSIA (Sept. 1997 – Sept. 2001)

· Formulated and documented effective policies/strategies and procedures pertaining to Operations & Sales Activities, Recruitment & Placement, Performance Measurement & Sales Targets, Incentive for Sales Executives etc. in English, then translated into Malay.
· Organized quarterly & annual conventions for the sales force ranging 300 to 800 participants.  Major responsibilities included being the Event Coordinator, Hotel Coordinator, Secretariat & emcee – with material and scripts self-written.

· In charge of the advertising & promotions activities for new and existing products/services.  Worked closely with the A&P Department and the agencies to design advertising concepts for each financial year to permeate both above and below the line media.  Experienced in developing marketing materials vis-à-vis the advertising concept, specifically on the visuals, copy and the languages used for maximum reach.  

· Translated all developed copies into Bahasa Malaysia and obtained translation endorsements and also various awards from Dewan Bahasa Pustaka for efforts in upholding language standards and integrity. 

· Translated articles/letters/proposals/management papers into Bahasa Malaysia in tandem with BANK NEGARA’s move to promote the use of the language in the banking industry.

· Contributed articles to Internal Newsletters to promote Bankassurans awareness and team spirit amongst staff of Maybank Group.  

· Prepared presentation materials and speeches for the Senior Management of Maybank Group.  

· Secretariat to monthly Management meetings and Project Office.

-------------------------------------------------------------------------------------------------------------------------------------

(prior to translation works)

3. BOX OFFICE MANAGER, MUSIC DEPARTMENT

University of Virginia, Charlottesville, VA, U.S.A. (40-hr/week, Jan. 1995 – Jun. 1997)

· Was responsible for the development and maintenance of the box office systems and documenting procedures for ticket sales, seat subscriptions and memberships

· Other responsibilities include liaising with all department heads to ensure efficient and seamless box office date integration to maximize income and uphold high quality customer service to the general public and promoters, and that the box office’s marketing objectives are met

· Duties include maintaining the effectiveness of inventory system; contribute to the recruitment, development and appraisal of the box office.

· Worked independently to improve the business operations system.  The staff referred directly to me when situations arise.  Was able to rectify all problems while upholding the quality of customer relations at the highest level.

4. TRAVEL OFFICER

Travelinks, Inc., Washington D.C., U.S.A. (Summers 1996 And 1997)

During employment at Travelinks, Inc., duties include making travel arrangements, issuing tickets, and most importantly, attain customer satisfaction.  The reservation system uses SABRE instruction language by American Airlines, which I have self-learned.

5. CUSTOMER SERVICE (DEC. 1991 – MAR.1992)

Globe Silk Store, Kuala Lumpur, MALAYSIA

The position as a customer service representative entailed face to face interaction with customers to ensure that their shopping experience at the store was a pleasant one.  Other responsibilities assigned include drafting announcement scripts and weekly unit reports due to the initiative and hard work shown.  Was listed for promotion but had to decline to further studies in the United States.
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