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Personal Skills: 
 
 

- Team worker, but also able to work independently 
- Pro-activity 
- Loyalty 
- Empathy 
- Attention to detail 
- Excellent problem solving skills 
- Understand and learn new tasks quickly 
 
- Structured and flexible way of thinking and working 
- Very good time management and organizational skills 
- Ability to prioritize 
- Appropriate computer literacy (e.g. Ms Office, MemoQ, SDL Trados, GTT , etc.) 

  



Professional Experience:  
 
2018-: Self-employed 
 
Translator and proof reader 

- OFFI 
- SDL Hungary 
- Albion Languages 
- 1x1 Translations 
- and more 

Social Networking: 
- ProZ.com 
- Translated.com 
- Translatorbase.com 

 
Professional Translations on permanent or occasional basis 
 
 
2016-2018 : ING Bank N.V. Hungary Branch 
  
Executive Assistant to the Country Manager & CEO 
 

Tasks within this position: 

- Ensure a timely and correct co-ordination of business appointments of the Country 
Manager 

- Ensure the correct and timely distribution of mail both internally and externally 
- Prepare presentation materials for the Country Manager 
- Deals with telephone inquiries 
- Record minutes of meetings when and where necessary 
- Organise conferences and assist organisation of company events 
- Co-ordinate the filing activity relating to all incoming and outgoing correspondence, 

memorandum, minutes, contract, service agreement etc. related to the Country 
Manager’s activity 

- Fulfil all translation and interpretation tasks (incoming mails, press articles, etc.) as per 
request (ad hoc) 

- Keep track on invoices and procedures being passed for signature; follow up the 
process of the signed documents 

- Book meeting rooms and catering (list of participants, compiling PRFs, e-mailing) 
- Prepare client meetings, support 
- Print training and conference materials as per request (ad hoc) 
- Manage partner contact lists 
- Execution of any other tasks requested by the Country Manager  

 
At ING I had the luck to work in a really challenging environment with interesting and 
highly motivated colleagues. 



As a branch office of a huge international company, ING Bank Hungary Branch is in all 
means different from my previous work places: smaller in size but with wider network of 
relations to the Head Office. Diversity of people working here resulted in efficiency and 
creativity.  
 
 
2014-2016:    OTP Bank Plc. IT and Operations Division,  
                    Division Secretariat  
 
Executive Assistant to the Head of Division  
  
Tasks within this position:  

- Supporting everyday work of the Head of Division, personal and professional assistance  
- Keeping the Managers’ calendars up to date 
- Keeping contact with internal and external partners (written and oral), with specific 

emphasis to foreign partners and Bank group members  
- Overall organization of corporate events (including venue selection, organization of 

entertainment programmes, catering, etc.) 
- Organization of longer, Group-level workshops, conferences and sessions 
- Organization of official trips abroad for the managers and employees 
- Time sheet management 
- Supporting team’s everyday work 
- Dealing with private requests by the Head of Division with full discretion  
- Interpreting, communicating in English and Bulgarian  
- Translation of documents into/from English/Hungarian  
- Organizing and managing meetings 
- Representation  

- Document handling, including inbound and outbound mails, registering, posting  
- Composing and editing committee documentation (occasionally)  
- Invoicing, cash management  

 
Managing the creation and development of the everyday routine for the biggest Division 
within the Bank (cca. 1500 employees) with a Head of foreign origin within a really short 
period of time was a big stretch and a success. Transition from the old structure to the new 
was smooth, without disruption or any major problems. It was my duty to create new 
working environment and processes aside a foreigner Top Manager with really new ideas 
and different values.  
  



2003-2014: OTP Bank Plc. Staff Division,  
                 Corporate Secretariat, International Department  
  
Travel Management Associate 
 

Tasks within this position:  

- Organizing official trips abroad for the Managers and Bank employees 
- Purchasing flight tickets and accommodation booking 
- Handling of Daily allowances  
- Participation in organization for Bank-wide events  
- Keeping contact with Bank Group Members and external partners 
- Invoicing 

 
During those years spent at the International Department at OTP Bank I had the chance 
to take a look at the Bank’s international relations, I could create new contacts with the 
Group Member organizations and employees. Based on the experience acquired there I 
attended school and earned certificate as a Travel Manager.  
 
 

1995-2003: Freelance Translator 
 

- Software Localization on permanent assignments 

- Translations, professional translations against individual assignments 
 
At my very first workplace during the ‘90s, Ablaksoft Kft. I got acquainted with a brand 
new profession, i.e. software localization. I was proud to take part in the development of 
the very first Hungarian version of Microsoft Windows, Office and other software. The 
first project, vast in size, was followed by many others and I continued with software 
localization until 2003.  
Other systems localized: IBM, Oracle, SAP, Corel Draw, etc.  
  



Languages:  English High proficiency  
                 Bulgarian Intermediate  
 
 
Education: 

 
 
2017-2018: Eötvös Lóránd University of Arts 
                      Faculty of Humanities, Department of Translation and Interpreting 

                    Professional Translator – fields: Economy and Law 
 
 
2008-2009: Athéné Szki  

        Travel Management (OKJ training)   
 
 
1988-1994: Eötvös Lóránd University of Arts 
                      Faculty of Humanities  
                    English Major  – Secondary School Teacher  

                    Bulgarian Major  – Philology  
 
 
1984-1988:   Toldy Ferenc Secondary School, Budapest 


