CURRICULUM VITAE

SURNAME 


:   Boakye 

OTHER NAMES 

:   Jones Kwabena

SEX



:   Male

DATE OF BIRTH 

:  10/4/1979

PLACE OF BIRTH

:   Accra

MARITAL STATUS

:  Single

NATIONALITY

:  Ghanaian

TELEPHONE


:   (00233) 244 037954

ADDRESS 


:   P.O.Box 11202, Accra-North, Ghana

E MAIL


:  jonespinks@yahoo.com

CAREER OBJECTIVE

To contribute my quota effectively to the attainment of the mission statement of your organization. 

EDUCATIONAL HISTORY

I   June 2008 to October 2009
     Master of Arts Degree in Bilingual Translation ( French and English), University of

     Cape Coast, Ghana
II   January 6th to June 9th 2005

    Institute of Commercial Management Diploma in Public Relations, Bournemouth, 

    England, United Kingdom.      


III October 1999 to June2004
     External Diploma in Translation (English, French and Spanish specialization), School 

     of Translators / University of Ghana, Accra.

IV March 2003 to April 2003

     Certificate in French Language Studies (D.E.L.F.) obtained from the Republic of

     France. 

V October 2002 to July 2003

 Diploma in French Language Studies (D.U.E.F.), University of Abomey-Calavi,
 Republic of Benin.
VI January 1994 to November 1996
     Senior Secondary School Certificate of Education (S.S.S.C.E), Opoku Ware 

     School, Kumasi, Ghana.

VII May 1984 to June1993 

    Primary and Junior Secondary School (J.S.S) Certificate of Education, 
        
    Central International School, Kumasi, Ghana.

WORK HISTORY

I 2nd September 2007 to 5th September 2007

   Served as a Liaison Officer at the “2nd Africa Cocoa Summit” organized by the 

   Ministry of Finance and Economic Planning of the Republic of Ghana. Duties 

   assigned included the following:

· Coordinated all the movements and various activities of the Cameroonian

delegation before, during and after the Summit till their final departure to 

their country of origin.

II 26th June 2007 to 3rd July 2007
    Served as a Liaison Officer at the “9th Ordinary Session of the Assembly of the 
    African Union” organized by the Ministry of Foreign Affairs of the Republic of 

    Ghana. Duties assigned included the following:

· Coordinated all the movements and various activities of the President of Equatorial Guinea and his entire delegation before, during and after the Summit till their final departure to their country of origin.

III 14th February 2007 to 18th February 2007

       Served as a Liaison Officer at the “Ecowas Ministers of Tourism Meeting on

       UNESCO Commemoration of the 200th Anniversary of the Abolition of the
       Trans-Atlantic Slave Trade” organized by the Ministry of Tourism and 

       Modernization of the Capital City, Republic of Ghana. Duties assigned  

       included the following:

· Coordinated all the movements and various activities of the Ivorian Foreign Minister for Tourism and his delegation before, during and after the Summit till their final departure to their country of origin.

 IV 29th May 2006 to date

      Foreign Service Officer, Ministry of Foreign Affairs, P.O.Box M. 53, Accra 

      Republic of Ghana. Duties assigned include the following:

· Translation of foreign correspondence and mails into French, English, Spanish and vice versa

· Clerical and general administrative duties

V  September 2005 to date

· Freelance Translator 

VI 23rd November 2005 to 26th November 2005

      Served as a Liaison Officer at the “Conference of Ecowas Chief Justices and 
      Ecowas Court of Justice” organized by the Judicial Service of the Republic of 

      Ghana. Duties assigned included the following:

· Coordinated all the movements and various activities of the President of the Ecowas Court of Justice as well as her delegation before, during and after the Summit till their final departure to their country of origin.

VII   December 13th 2004 to 31st September 2005

National Service Person at the Information, Cultural and Linguistic Bureau of the          Ministry of Foreign Affairs, Republic of Ghana. Duties assigned included the following:

· Translation of foreign correspondence and mails into French, English, Spanish

and vice versa 
·  Interpreting services for foreign guests to the Ministry
·  General administrative and clerical duties

VIII   October 2005 to April 2006

      Assistant Hotel Manager, Hillbon Hotel International, P.O.Box 1763, Buokrom-

      Kumasi, Ghana. Duties assigned included the following:

· Managing the hotel’s day to day affairs
· Acted as a Guest Relations Officer as and when necessary

· Headed the marketing and conference section of the hotel
· Offered translation and interpreting services as and when necessary

IX August 9th to December 11th 2004

     Guest Relations Officer, M. Plaza Hotel, P.O.Box 0608 Roman Ridge, Accra. Duties

     assigned included the following;

· Solving guests’ complaints such as request for maintenance works in their rooms and request for relevant information about the hotel.
· Ensuring guests’ satisfaction throughout their stay in the hotel.
· Hotel’s protocol officer during official functions and during the welcoming of official delegation including very important personalities such as Presidents, Ministers of State, Top Executives Officers and Members of the Diplomatic Corps. 
· Translation of hotel’s fax messages, correspondence and mails in foreign languages such as French and Spanish into English as well as English into French and Spanish.

· Facilitation of communication between the hotel and its French and Spanish clients.
· Picking up potential hotel guests from the airport and dropping off the hotel’s check-out guests at the airport.

X 18th March 2004 to 20th March 2004

· Student-Language Facilitator for a group of Spanish Business men at the Labadi Beach Hotel, Accra.

XI December 2003 to September 2004

· Student-Translator (freelance), translation of official documents for the Ministry of Agriculture, Tema Port and Harbour Authority as well as affidavits, birth, marriage, and divorce certificates of other individuals etc.

XII December 1996 to September 1998

        Sales Officer at Buachie Trading Company, P.O.Box 1763 Adum-Kumasi, Ghana 

        (Dealers in groceries, detergents, toiletries and general provisions). Duties assigned

        included the following;

· Selling of the Company’s wholesale and retail goods. 

· Monthly stock taking of both the wholesale and retail goods of the Company.
·  Marketing of the Company’s wholesale goods to its regular and potential clients.
· Conducting market surveys for the Company to enable it introduce new products unto the market.
· In charge of supply of goods purchased by the Company’s clients.
· In charge of sending the Company’s daily sales to the bank.
· In charge of monitoring the Company’s trend of business in the general market.
· Performance of accounting duties when the need arose. 
KEY SKILLS

· Computer Literate

    Programmes include; MS-DOS/Windows, Microsoft Word, Microsoft Excel, slight

    knowledge in Power Point, conversant with Internet usage, good typing speed.
· Good interpersonal relations.
· Good communication and writing skills.
· Ability to work with little or no supervision and under pressure for a long time.
· An excellent team player.
INTEREST

· Reading and listening to news updates, sports and teaching.

LANGUAGE PROFICIENCY

·      English -   read, write and speak very fluently.
·      French -   possess an appreciable knowledge. 
·      Spanish -  possess an appreciable knowledge
EXTRA CURRICULAR ACTIVITIES

2003 to 2004

· Class Prefect (School of Translators, Accra)

1994 to 1996

· Played for the House Football Team (Opoku Ware Secondary School, Kumasi, Ghana)

1991 to 1993

· Compound overseer (Central International School, Kumasi, Ghana)

REFEREEES

I Mr.Gabriel Edem Amankwah, Foreign Service Officer / Translator, Embassy of Ghana in Brussels, Belgium. Telephone: 00324 87856621. E mail: ange_g2004@yahoo.fr
II Mr Edward Meteku, Head of School of Translators. P.O.Box M.67 Accra–Ghana. Telephone: (00233) 244 227133 E mail: meteku5@yahoo.es
III Mr. Obeng Adofo, Director/Administration, M. Plaza Hotel. P.O.Box 0608, Accra– Ghana. Telephone: (00233) 244 878566.
