Olga Taran

Home Address:
8883 Clubhouse Blvd.
Desert Hot Springs, CA 92240

 Home: (760)329-8258

Cell: (760)333-8481

EMPLOYMENT HISTORY:

08/01/2004 – current, Freelance Translator / Interpreter

            English-Russian & Russian-English translations & interpreting.

12/14/2000 – 07/01/2004, Office Assistant II at DPSS, Blythe, California, USA 

CTS operator, SFIS operator – fingerprinting & taking photos.

Research and input of various forms on PC. 

Mail clerk - receiving, sending and distribution of outgoing mail and courier mail. 

Front desk/ reception.

Making case copies, making various signs, letters and flyers using Windows & Excel. 

1998 - 1999, Secretary-interpreter at “Tolaram Fibers”, Daugavpils, Latvia 

Work on ISO 9002 project, which included English-Russian translation,  interpreting at meetings, translating documents, making tables and flow-charts using Word and Excel, filing, answering telephone calls, making photocopies. Doing some internal auditing. 

1995 – 1999, Freelance Translator/ Interpreter

English-Russian & Russian-English translations & interpreting, private lessons in English.

June 1989 – Sept. 1989, Secretary of Civil Cases at People's Court, Rostov-on-Don, Russia 

Keeping legal documents in order, issuing copies, work at archives. Work with a judge, maintaining paperwork, taking notes during court trials, also doing courier work. 

EDUCATION:

BA in English, Daugavpils Pedagogic University, 1998

ADDITIONAL SKILLS:

Diploma for Elementary and Middle School Teacher in Mathematics and Computing (from Daugavpils Pedagogic University), one year of computing and programming at Latvian Technical University (1992-1993), one year of Law at Latvian State University (1987-1988). Can work very well under pressure, independently, under supervision and in a group. Highly motivated, hard-working, goal-oriented, focused, work fast, very good memory and good people skills.

