SHELDON S. SHAFFER

Member of the American Translators Association

923 Muirfield Circle
Bowling Green, KY 42104
(713) 492-4496
shelshaf@insightbb.com
WORK EXPERIENCE
Freelance
  










  Houston, Texas 

Translator, Teacher, Tutor









 1992-Present
· Translate numerous documents from Russian and Spanish into English for 16 companies worldwide
· Acted as liaison/coordinator for large hotel in communicating with Russian professionals

· Acted as project manager for local translation firms, handling tasks from beginning to end
· Taught Russian and Spanish to students and oil/gas businessmen

· Tutored University students in Spanish 
· Specialize in Oil and Gas, Chemistry, Medicine (Cardiology, Hepatology, Virology), Environmental and more

· Use Trados translation memory, when applicable

AE inc.-Translations










  Houston, Texas

Senior Editor










            11/1994 – 10/2004
· Edited material translated from numerous languages into English

· Edited technical documents, including: medical, legal, commercial and industry-specific text

· Translated Spanish and Russian documents into English

· Member of various company councils; chair of editing council

· Managed select marketing aspects of the company

· Composed editorial department procedures and Quality Control manual

· Transcribed English and Spanish audio

CGG Americas International









  Houston, Texas

Spanish Teacher










            01/2002 – 12/2003
· Taught beginning, intermediate and advanced Spanish courses to adult professionals

· Created and conducted special exercises for conversational section

· Evaluated English-speaking abilities of Chinese employees and made recommendations for furtherance of their English studies 

Robert E. Lee High School









  Houston, Texas

Spanish Teacher










              1/1999 – 06/2000
· Taught Spanish to “at-risk” students

· Employed innovative methods to maintain the interest of students in 90-minute classes

University of Houston 










  Houston, Texas

Office Assistant










            05/1993 – 05/1994
· Utilized communication skills in three languages to assist professors and students

· Coordinated inter-office communications

· Drafted and edited departmental work-study procedures

EDUCATION

University of Houston – Houston, Texas

Bachelor of Arts Degree in Spanish – 1994

Minor in Russian 

Norwich University – Northfield, Vermont 

Intensive Russian language studies programs - Summer 1993 and 1994
ADDITIONAL SKILLS / EXPERIENCE
Fluent in Spanish and Russian
Big Brothers/Big Sisters of Greater Houston 
 - 1996 to 2005
