Mrs. Anna Belska

Tel.: (+371) 270 26 306

E-mail:bal_ana@inbox.lv
LANGUAGES: Polish (native), Russian (native), Latvian (native), English (fluent), French (fluent)
	TRANSLATION EXPERIENCE

	Dates

Position held

Dates:

Position held:

Main activities and responsibilities:

Name and address of employer:

Type of business:
	09/2006-Present

 Freelance translator

· Contracts and agreements, laws, rules and regulations, insurance, guarantees, warranties, disclaimers, personal documents.

· Business proposals, tenders, annual reports, real estate, property management. 

· Websites, internet, user manuals for household appliances, instructions, guides, forestry, clothing and textiles (with integrated LEDs), building and construction, mechanical and electrical engineering.

· Promotions, advertising, tourist brochures, tourism.

· Astrology, articles on music, art, politics, medicine etc.

01/2007-09/2009
Secretary-Translator 

· Document translation (legal and technical documents from / to English, Russian, Polish, the employer's e-mail: lockd@inbox.lv)

· Dealing with basic enquiries and taking messages for staff

“Lock” Ltd., Daugavpils, Latvia

Transport

	OTHER WORK EXPERIENCE

	Dates:

Position held:

Main activities and responsibilities:

Name and address of employer:

Type of business:

Dates:

Position held

Main activities and responsibilities:

Name and address of employer:

Type of business:
	12/209-04/2010 

Team Leader
· Organisational performances

· Developing each colleague up to and above Koito Europe Ltd. Standard

· Promotion of a positive employee relations climate 

Koito Europe Ltd, Kingswood Road, Hampton and Lovett Industrial Estate

 Automotive Industry

05/2007-10/2007 

Receptionist 
· Screening telephone calls and transferring them to other members of staff

· Dealing with basic enquiries and taking messages for staff and guests

· Meeting and greeting quests, and directing them to their rooms

Grand Hotel, Shearings, Exmouth, UK

Tourism

	EDUCATION

	Dates:

Title of qualification awarded:

Name and type of organisation:

Dates:

Title of qualification awarded:

Name and type of organisation:

Dates

Title of qualification awarded:

Name and type of organisation:


	2009-Presnt

Master of Arts in Translation, Interpreting (English/French/Latvian translator/interpreter)

Daugavpils University, Latvia (www.du.lv)

 2006-2009
Bachelor of Arts in English and French Philology 

Daugavpils University, Latvia (www.du.lv)

1994/2006

Secondary education
Polish Secondary School, Daugavpils, Latvia (www.dpolvsk.lv)

	COMPUTER SKILLS

	Windows 98/2000/Vista, Ms Word, MS Excel, MS Outlook, Adobe Photoshop, PowerPoint, Internet, SDL Trados, SDLX, Transit XV, Omega T, DejaVu, Word Fast, Open Office


