Address: Av. Crângaşi nr. 10, 
sector 6, Bucharest, Romania
E-mail: karmenbalan@yahoo.com
Bălan Carmen


Personal data: Romanian citizenship; date of birth: 07.04.1980; married.

WORK EXPERIENCE:

Present: 
Freelance translator/interpreter: translating into and from English and French on various subjects

2004-Feb. 2005: Head of the Export Department - S.C. Coman Design 2000 SRL, Buzău, Romania:

Responsibilities: 
- in charge with the commercial correspondence with the foreign partners; 
- editing the international sale contracts and distributorship agreements; 
- negotiation of contracts and establishment of business partnerships with clients all over the world.

2003-2004:
foreign trade referee within the Export Department of S.C. Coman Design 2000 SRL, Buzău, Romania (assistant of the head of the export department)
Internships:
March 2003:
Internship: Cluj-Napoca Municipality, Romania: 

Department of European Integration 

· Translated the documents (economic and juridical) from Romanian into English within the (Phare Small Projects Programme” initiated by the European Commission



Press and Foreign Relations Department 

· Translated press documents and was in charge with the correspondence with embassies of different countries 

June-July 2002: Internship: Cluj-Napoca Municipality, Romania 



Press and Foreign Relations Department
· Translated documents from/into English and French and prepared the written material for the press conferences

Department of European Integration 

· Prepared the documentation presented to the visiting members from the European Commission for the obtainment of PHARE funds (translated into English the Financial Audit Report and the Budgetary Year of the Municipality for the year 2001) 

July 2001:     Internship: International Affairs Service of the Babes-Bolyai

                      University, Cluj-Napoca, Romania

· Interpreted during the summer courses of foreign students in Romania (conferences, presentations, visits to different tourist areas etc.) 

August 2001: Internship Lafarge Aggregates – Concrete Station, Buzău,

                     Translated technical and advertising materials from/into French;   

                     Presence on the working sites of the plant.                                                    

June-July 2000: Internship CD Radio, Cluj-Napoca, Romania:

Took part in the promotion of certain events organized by the station;

Interpreter for the official guests from abroad invited for the      events organized by the Radio station.

EDUCATION:  

1999-2003 - „Babes-Bolyai” University of Cluj-Napoca: department of Applied Foreign Languages (LMA) - translator/interpreter; concentration: business & trade (English & French)

Oct.2002-Feb.2003: scholarship – University « Charles de Gaulle » Lille 3, France, Applied Foreign Languages (business & trade); 
- attended courses within the MST Commerce International (Maîtrise Science et Technique – Commerce International): International Marketing, International Business Law.

1995-1999 – ”Mihai Eminescu” highschool, Buzău, foreign languages department. 

Certified translator (EN-FR), authorised by the Ministry of Justice (2003)
Diplomas: Diploma Basico de Espagnol (2003)

SKILLS

Languages:

English – advanced (written & spoken)
French – advanced (written & spoken)
Spanish – intermediate (working knowledge) 
Romanian - mother tongue

Computer: MS Office applications, Internet
STRONG POINTS:

- strong self-motivation
- demonstrated ability to work within tight deadlines

- well developed communication skills, outgoing
- ability to adapt to new situations 

DRIVING LICENCE: B category

