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	personal Informations 


	Forname

Surname
	
	D’ OTTAVIO 
Emanuela

	Address
	
	Apt 7 Bowdon Court

14, Montague Road
Old Trafford

Manchester M16 0QT 

	Telephone

Mobile
	
	1618760809

78 16677718

	Fax
	
	

	E-mail
	
	emidot@hotmail.it


	Nationality
	
	Italian


	Date of birth
	
	13, 05, 1976 


	Working experience


	.Since 2004 up to now
	
	I occasionally work as a private Free-Lance Translator of texts from English or French to Italian (texts translated for special purposes: Medicine; Architecture; Statistics; Economics; Law; technical manuals and fiction).

	• From August 2005 to June 2008
	
	

	• Name and  address of the employer
	
	PROEL S.p.A. 

Via alla Ruenia, 37/43, 
64027, Sant’Omero (TE)

Italy

	• Type of firm or field
	
	International company manufacturing engineering material for musical entertainment and distributing foreign brands of musical instruments

	• Type of  employment
	
	Receptionist and Switchboard Operator.

	• Main duties and responsibilities
	
	Management of the outbound telephonic traffic; employee at the Front Office; duties of general and administrative secretariat. On request translations from English or French to Italian and vice versa.

	•  july-august 2006 /07  
	
	

	• Name and address of the employer
	
	“Amici per Castelbasso”, 

Via S.Nicola, 17, 
64020, Castelbasso (TE)

Italy

	• Type of firm or field
	
	Onlus Cultural Association 

	• Type of  employment
	
	Tour Guide

	• Main duties and responsibilities
	
	Assistant and tour guide at the Visual Arts section and along the route of the ancient village during the Summer Festival. 

	• march-june 2005
	
	

	• Name and address of the employer
	
	“Istituto Comprensivo Direzione Didattica IX Circolo” 

Via Valle di S.Mauro, 51, 
65124, Pescara

Italy

	• Type of firm or field
	
	No.2 Nursery Public Schools

	• Type of  employment
	
	Teacher of English as L2

	• Main duties and responsibilities
	
	Teaching English language basic elements of communication to children in their pre-scholastic age by didactic experiences marked by a playful approach.

	• january-june 2005
	
	

	• Name and address of the employer
	
	“Infobasic”, 

Via Spaventa, 62, 
65126 Pescara
Italy

	• Type of firm or field
	
	IT and Professional Training Private School, AICA certified.

	• Type of  employment
	
	Call Centre Operator at the Telemarketing Department

	• Main duties and responsibilities
	
	Telephonic borings applied to firms and private citizens with the purpose of proposing professional courses of different kind.

	• october-december 2004
	
	

	• Name and address of the employer
	
	“Wall Street Institute”, 

Piazza Duca D’Aosta, 33,
65121 Pescara
Italy

	• Type of firm or field
	
	Private School of English.

	• Type of  employment
	
	Didactic Consultant

	• Main duties and responsibilities
	
	English courses sale promotion; tutorial assistance for attending students.

	• june-september 2004
	
	

	• Name and address of the employer
	
	“Foubert’s” 

Chiswick, London
UK

	• Type of firm or field
	
	Hotel-Restaurant-Wine Bar.

	• Type of  employment
	
	Waitress.

	• Main duties and responsibilities
	
	Taking ordinations, bookings and cash.

	• april-june 2004
	
	

	• Name and address of the employer
	
	“Calzarisparmio“

Via Firenze, 3

65100, Pescara

Italy

	• Type of firm or field
	
	Footwear shop.

	• Type of  employment
	
	Shop Assistant.

	• Main duties and responsibilities
	
	Selling and Customer Assistance.

	• november-february 2004
	
	

	• Name and address of the employer
	
	“La casa di Amy”

Via Italia, 90, 
65127, Pescara

Italy

	• Type of firm or field
	
	Private Kindergarten School for children from 0 to 5 years old.

	• Type of  employment
	
	Kindergarten Tutor 

	• Main duties and responsibilities
	
	Baby sitting activities, from the care of physical needs (meal, sleep, toilette) to the organisation of playful activities.

	• june-august 1999
	
	

	• Name and address of the employer
	
	“Miramonti” Hotel
Prati di Tivo, Gran Sasso
Teramo

Italy

	• Type of firm or field
	
	Accommodation structure for mountain tourism 

	• Type of  employment
	
	Children Animator

	• Main duties and responsibilities
	
	Management of the leisure time for children from 4 to 10 by playful activities of different kind.

	• june-august 1998
	
	

	• Name and address of the employer
	
	“Serit”
Circonvallazione Ragusa

64100 Teramo

Italy

	• Type of firm or field
	
	Taxes Collection Agency by the “Monte dei Paschi di Siena” Credit Institute.

	• Type of  employment
	
	Notification Messenger.

	• Main duties and responsibilities
	
	Domiciliary notification and delivery of payment warnings.  

	• From 1997 to 2003
	
	

	• Name and address of the employer
	
	“Punto Incontro” Agency -Teramo; 
“Trandora” Agency - Milano; 
“NetWork & B Field” Agency - Bologna; 
“La Cascina” Agency - Roma.

Italy

	• Type of firm or field
	
	Promotion and Communication Agencies.

	• Type of  employment
	
	Congressional Hostess and Events Promoter.

	• Main duties and responsibilities
	
	Hall Reception, Meeting Room Organisation, Products and/or Services Sales Promotion. 


	education and training


	• february-may 2007
	
	

	• Name and  type of institute or training
	
	“Centro EDA” (Permanent Territorial Centre forTraining during the adult age)

“Istituto Comprensivo Noe’ Lucidi” 

64100Teramo

Italy

	• Mains professionals subjects/skills matter of study
	
	French

	• Qualification achieved
	
	Certificate of Attendance 

	• Level on the national classification (if relevant)
	
	Intermediate French.

	• from  march 2007 to June 2008
	
	

	• Name and  type of institute or training
	
	“British Institute”

Via Basile, 11

64100 Teramo

Italy

	• Mains professionals subjects/skills matter of study
	
	English 

	• Qualification achieved
	
	Nov-June 2008: preparation to the exam for the “First Certificate” Cambridge Certification.

	• Level on the national classification (if relevant)
	
	Lower Advanced


	• 1998 – 2003
	
	

	• Name and  type of institute or training
	
	 “G.D’Annunzio” University 
Viale D’Annunzio

65100 Pescara

Italy

	• Mains professionals subjects/skills matter of study
	
	English Language and Literature 1, 2, 3, 4; French Language and Literature 1, 2, 3; Modern Languages Didactics; Glottology; German Philology. 

Historical-Cultural Address: Anglo-American Literature; Italian Language and Literature; Contemporary and Modern Italian Literature 1, 2; History of Theatre 1, 2; Modern History; Cinema History and Criticism; History of Modern Art.

	• Qualification achieved
	
	Graduated in Language and Foreign Literatures (English and French)

	• Level on the national classification (if relevant)
	
	Grade: 110/110.

	• march – april 2005
	
	

	• Name and  type of institute or training
	
	Professional Training Course: “Formazione Futura”.

“Adecco” (Temporary Job Agency)

65100 Pescara
Italy

	• Mains professionals subjects/skills matter of study
	
	Preparation to the ECDL (European Computer Driving License): S.O. Windows XP and the main applications of Microsoft Office Software.



	• Qualification achieved
	
	Certificate of Attendance

	• Level on the national classification (if relevant)
	
	

	• august 2001
	
	

	• Name and  type of institute or training
	
	International College “Harrow House”
Private School of English 
London - UK.

	• Mains professionals subjects/skills matter of study
	
	English

	• Qualification achieved
	
	Certificate of Attendance

	• Level on the national classification (if relevant)
	
	Lower Advanced English

	• august 1999
	
	

	• Name and  type of institute or training
	
	“Dublin School of English”

Dublin -Ireland

	• Mains professionals subjects/skills matter of study
	
	English

	• Qualification achieved
	
	Certificate of Attendance

	• Level on the national classification (if relevant)
	
	Upper-Intermediate English

	• 1991 – 1995
	
	

	• Name and  type of institute or training
	
	Teachers Training Institute “G.Milli”

Via G.Milli, 12
64100 Teramo
Italy

	• Mains professionals subjects/skills matter of study
	
	Psychology and Pedagogy, Latin, Italian, Philosophy.

	• Qualification achieved
	
	High School Degree in Education

	• Level on the national classification (if relevant)
	
	Grade 58/60


	Mother tongue
	
	italian


	Other languages


	
	
	English

	•  Reading ability
	
	Very Good.

	• Writing ability
	
	Very Good.

	• Spoken fluency ability
	
	Very Good.

	
	
	french

	• Reading ability
	
	Good.

	• Writing ability
	
	Good.

	• Spoken fluency ability
	
	Good.


	Personal skills 
	My wish to learn and improve my skills constantly makes me a flexible person. Nevertheless that doesn’t foreclose in me a certain sprit of enterprise that I showed to possess in certain circumstances.


	Organizational skills 
	
	Working as a Receptionist made me able to organise my work rationalizing the time and selecting the priorities.


	Technical skills
	
	Good knowledge of Office Microsoft Windows XP.


	More informations
	
	Since 1997 I have occasionally given private lessons of English, French,  Humanities and Italian Literature to students of each scholastic level. 
Since 2005   member collaborator of the Italian Artistic-Cultural Onlus Association  “Amici per Castelbasso”.

During the last year of my academic studies I volunteered as Teaching Assistant for Prof. L.Paesani, chairman of “History of Theatre” and supervisor of my thesis degree.
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