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	Qualification

MA Translation/Interpreting – University of Salford


	PROFILE
A highly self motivated and accomplished Translator, with an MA in Translating and interpreting.  Excellent communication skills and a proven ability to work as part of a team or individually, taking a methodical and well organised approach in order to meet pressure deadlines and achieve a high standard of quality.



	Personal Strengths:

· Skilled communicator in French and English at all levels
· Excellent attention to detail
· Highly adaptable, used to a dynamic working environment
· Efficient and conscientious problem solver



Recent Major Projects: 

· Translation of marketing material/manuals for global leader in Search Engine market
· Large multi-phase translation of technical systems manuals for a global pharmaceutical company
Areas of Specialisation:

· Legal – Contracts, tenders, T&Cs
· Medical – General medical particular specialisation in pharmaceutical texts
· Marketing – Press releases, websites, advertising material
· Agricultural – Position papers on EU agricultural policy
· Automotive – Translation of a thesis on aerodynamics in automotive construction.
Employment Summary:

2009



PROJECT MANAGER/TRANSLATOR 





Applied Language Solutions
2006 – 2008 


ACCOUNTS PAYABLE TEAM MEMBER




Michelin Services Limited
2005 – 2006 


RESERVATIONS AGENT





Expotel Limited

2004 RESORT REPRESENTATIVE

Swiss Travel Services


2003 – 2004 


ENGLISH TEACHING ASSISTANT






Lycee Paul Heroult

CAREER HISTORY
	2009 - Present 
	Intern

	Applied Language Solutions
	Responsible for:

· Sourcing translators for a variety of projects, ensuring they had the right qualifications and experience.

· Liaising with translators and colleagues to ensure that projects were completed to specifications and on time

· Translating a variety of documents, including legal/education certificates and marketing material

· Glossary compiling for translating and interpreting assignments


	2006 – 2008 
	Accounts Payable Team Member

	Michelin Services Ltd, Manchester
	Responsible for:
· Monitoring invoice backlog and working with the team to ensure that all incoming invoices are processed within 48 hours
· Liaising with buyers and suppliers in order to keep the number of invoices on hold to a minimum

· Dealing with diverse supplier queries for a number of different countries

· Problem solving in order to pay long standing unpaid invoices



	2005 – 2006 
	Reservations Agent

	Expotel Ltd, Stockport
	Responsible for:
· Listening to clients needs and quickly booking them a hotel that suits them, either over the phone or via the Pegasus system

· Training other members of staff to work on my department

· Dealing with complaints from hotels and clients



	2004
	Resort Representative (Summer)

	Swiss Travel Service, Interlaken
	Responsible for:

· Providing customer service for tourists at a Swiss resort, greeting new arrivals and solving problems

· Liaising with local service providers (taxi, firms, hotels, excursion organisers) to ensure a good service



Qualifications and Training:

	2008 – 2009
	University of Salford
MA Translating and Interpreting (in progress)

	2001 – 2005 
	University of Hull
BA History / French (2:1)

	1999 – 2001 
	Greenhead College, Huddersfield
3 A-levels

	1994 – 1999 
	Saddleworth School, Oldham
9 GCSEs


Numerous courses attended during career including:

	· Powerpoint
	· MS Office
	· Oracle training

	· Excel
	· SDLX
	· Oracle training Stage 2 

	· Trados/Multiterm
	· Customer Service
	


Interests/Hobbies:

	· Playing Football
	· Skiing
	· Writing for Company / University Newspapers

	· Road Running
	· Travel
	· Hill/Mountain walking


References available on request

