ELIZABETH McKINNEY CHARBONNEAU
1115 Verdi, Mont-Saint-Hilaire, Quebec  J3H 5B1
Telephone: 450-464-3597; Cell: 514-755-7756
E-mail: silverpen@sympatico.ca
OBJECTIVE

Translation from French to English, creation and/or revision of texts
PROFILE

· Meticulous attention to detail
· Excellent language skills in English and French
· Highly motivated, persistent and creative at problem solving and locating resources
· Organizational and multi-tasking skills
EDUCATION 
	Bachelor of Arts

Specialization in Psychology, Major in Creative Writing

Concordia University, Montreal, Quebec

GPA 3.52
	2007




	Certificate in Translation







      McGill University, Montreal, Quebec

GPA 3.46
	2005


LANGUAGES

English and French (fluently written and spoken), basic Spanish

COMPUTER SKILLS

Word, Windows, Internet, Outlook, SDL Trados, PowerPoint, Excel, Paradox, Lotus Notes, Access,
WordPerfect, SPSS (Windows and DOS), Fortran

WORK EXPERIENCE

	Business Owner/Translator/Writer/Reviser
Silver Pen
	


	· Creating and adapting (from existing curricula) French religious education curriculum for the Unitarian Church of Montreal
	2007 to present

	· Revision of French book (psychosocial subject) for publishing
	2008–2009

	· Revised and translated marketing texts for Chenelière Éducation
	2007

	· Wrote (including content creation) French Web site and translated into English for Fondation Canadienne Sport Santé
	2006–2007

	· Translated annual report, French to English, for Action Communiterre
	2006

	· Back-translated questionnaires (AIIscale and FACES IV) and  translated abstract of article on drug abuse, French to English for Domremy
	2005–2006

	· Translated documents pertaining to volunteerism for Réseau de l’action bénévole du Québec, French to English
	2004–2005

	· Translated document pertaining to aquaculture and reclamation of industrial thermal discharge for Cogitco Group, French to English
	2004



	· Translated Web page and brochure for a palliative homecare research project affiliated with the NDG/Montreal West CLSC, French to English
	2002


	· Edited English version of website for Techno p.o.s., a high-end corrugated cardboard display manufacturer, and translated it into French
	2002

	· Translated Web texts into French (including financial calculators) for Onca Work/Life Solutions
	2001–2002

	
	

	Youth Programme Coordinator







Unitarian Church of Montreal, Montreal, Quebec
	2007–2009

	· Facilitated Youth Group meetings on Sundays

· Attended conferences and organized other activities with youth

· Hosted a weekend-long conference

· Facilitated fundraising efforts
· Liaised between youth, parents, staff, and other adults in community
	

	Lab Assistant








       
Concordia University, Psychology Department, Montreal, Quebec
	2004–2007

	· Translated and revised questionnaires (English to French)

· Academic evaluation (Wiat II) of adolescents (in French)

· Recruitment, collection of demographic information, and scheduling of appointments by phone

· Analyses in SPSS DOS and preparation of tables; cross-checked data in files with table
· Retrieved RAMQ medical act codes relevant to research project; constructed case histories
	

	Science Animator







          
 
Science Frontiers, Montreal, Quebec


	2004–2005



	· Led hands-on, interactive science activities with preschoolers and elementary school students

· Researched and prepared activity

· Organized program and employee schedules
	

	
	

	Administrative Assistant







        

Tardif, Murray & Associates Inc., Montreal, Quebec


	2003–2004

	· Assisted Principal of engineering consulting firm

· Documented internal procedures for managing documents and information

· Organized archives, participated in updating procedure manual

· Assured quality control of reports produced in French and English

· Conducted various research assignments
	


	Transcriber








          
Concordia University, Department of Sociology, Montreal, Quebec
	2002–2003

	· Transcribed interviews in English and French for research project
	


	Administrative Secretary







         


Palliative homecare research project involving five CLSCs and two hospitals

NDG/Montreal West CLSC, Montreal, Quebec
	1999–2000


	· Composed and/or produced letters, presentations, meeting agendas and minutes, newsletters, pamphlets, forms, tables, questionnaires, translated French/English

	· Participated in different projects: mass-mailing of questionnaire to doctors; creation of Homecare binder and Project binder

	· Conceptualized and established filing systems and filing reference document

	· Carried out general office management and reception duties; data entry, meeting organization

	


	

	Superintendent (partner)







          


Bocar Inc., Montreal, Quebec
	1987–2000


	· Managed 61-apartment building: collected rent, processed tenants’ requests and complaints, supervised maintenance, repairs and renovations, rented apartments

	· Produced letters, notes, signs, etc.

	· Coordinated communication between tenants, administration and repairmen


VOLUNTEER EXPERIENCE

	Action Communiterre, member of Fundraising and Communications Committee - contributed article in English, and French translation, for newsletter; wrote a winning submission for a grant from Fiskars
	2006–present

	Unitarian Church of Montreal – member of Religious Education Committee and Francophone Committee
	2007–present

	Les Requins de St-Denis Club de Natation, member of board of directors –  liaison with artist for logo development; accompanied youths on field trip; help with registration
	2005– present

	Dunrae Gardens Elementary School, Home and School – attended conferences, wrote for newsletter and meeting presentation, worked in library, read to children in French; participated in field trips and school activities
	1996–2006

	Quebec Federation of Home and School – contributed article for newspaper
	2001

	
	


CERTIFICATES AND ACHIEVEMENTS

	Word Long Document workshop, Edumicro
	2004

	Business workshops, Youth Employment Services
	2001–2004

	Aurora Business Course, NDG YMCA
	2001

	Introduction to Windows 98/Access 2000, De Maisonneuve College
	2000

	Workshop: “L’estime de soi chez l’enfant,” Regroupement des Centres de la petite enfance
	1999

	Certificate of Achievement in English, 5th in graduating class, Costa Mesa High School
	1975


INTERESTS

Dance, music, writing, cooking, gardening, photography, swimming, biking, reading, travel
References available upon request
