Katarina Stepien

901 Katlin Circle

Carl Junction, MO 64834

Home tel.:
(417) 649 6277
Mobile:
(417) 396 0119

Email:

kstepien2@yahoo.com
Educational Background
Pittsburg State University, Pittsburg, KS – since January 2007 a full time student in MBA Program with concentration in International Business, anticipated graduation December 2008
Warsaw University, Warsaw, Poland - five year program

Language and Culture Studies with a Specialization in India, Master of Arts, graduated in July 1995
Missouri Southern University, Joplin, MO  - Excel Basic & Advanced Workshops, Power Point Workshop - February, April 2006  

Lehrer Kooperative, Frankfurt, Germany - February 2003 till September 2004  

German Language Courses at Elementary, Intermediate and Advanced Level; 

CMP passed with good result – September 2004

International Spanish School (SIC), Cadiz, Spain - September 2003  

Intensive Spanish Course

Austrian Cultural Institute, Warsaw, Poland - November 2001 - February 2002 Intensive Weekend German Course (Elementary Level)

Indiana University Purdue University Indianapolis, Indianapolis, Indiana, USA 

January 1996 - July 1997

Courses in Statistics, Spanish writing and Conversation, Accounting, Graduate course of English for academic purposes
La Universidad Iberoamericana, Mexico City, Mexico - Summer of 1997
Intensive course of Spanish:

Advanced Grammar, Oral & Written Expression

Linguistic Skills

Native Polish, very good English, good understanding of Spanish, Russian and German, along with a basic knowledge of Hindi and Bengali

Other Skills

Good knowledge of PC (Word, Excel, Power Point, Access, Outlook), good self-management, open-mindness, positive attitude, good interpersonal skills


Professional Experience

Pittsburg state University, Graduate Assistant in the Accounting Department – August 2008 till present

Responisbilities – provided help to professors by checking and grading tests and homework, registering students’ grades on Angel, made research, performed other administrative duties, assisted with Student teacher Teaching Evaluations, and performed other activities per supervisors’ request 

FAG – Schaeffler Group, Joplin, MO, USA

Position – Administrative Assistant to the Plant Manager, June - September 2005

Responsibilities – prepared a variety of presentations; maintained confidential files and records; arranged for outside meetings and conferences; completed hotel and airline reservations for management and foreign executives; assisted in preparation of quarterly and annual reports to Managing Board and expense reports for Plant Manager, provided written and oral translations (German-English).
Olivetti Solutions / Getronics Sp. z o.o, Warsaw, Poland 

Position – Assistant to the General Director and Translator Assistant, February 1998 to December 2004
Responsibilities – prepared of translations, correspondence, provided translations/interpretations, wrote memo messages, responsible for scheduling appointments, organizing conferences and making travel arrangements.  Worked closely with General Director, a prominent EU figure in the EU chambers of commerce in Poland.

M.Bryll s.c., Warsaw, Poland

Position – Translator, English to Polish and Polish to English (on a contract basis)

Responsibilities – translation of texts related to EU-Poland contacts, June-Dec 2000 
Terronics Development, Elwood, Indiana, USA

Position & Responsibilities - Translator sales, marketing and technical documentation of technical goods from English to Polish and Polish into English; text & drawing formatting, September, October 1998
Bycan-Sellen Associates, Inc., Indianapolis, Indiana, USA

Position – Administrative Assistant, Nov. 1996 – Nov. 1997

Responsibilities – mailing, faxing, filing documents, correspondence, payment collection, issuing past-due notes, orders processing, also preparation of shipment documents such as: packing slips, bills of lading, etc.

Indiana University, Indianapolis, IN, USA
Position – scientific poll interviewer concerning political issues

Wydawnictwa Szkolne i Pedagogiczne, Warsaw, Poland

Position – Translator, translated a book for Preschool Teachers One, Two Buckle my Shoe by Sam Ed Brown

