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Personal summary

I am a highly motivated individual who prides herself on completing tasks to the highest standard possible. I am a freelance translator and interpreter with experience in customer service,  administration and in dealing with high level workloads within strict deadlines. I am well-organized, computer-literate, I have excellent communication skills, I am a team player and I am not afraid of taking on new initiatives. 

Educational background










2009-2010 The Translation Studies Center, Sosnowiec, Poland
1-year course included practice in translation and interpretation in the field of finance, economy, law and medicine.

2005-2010 University of Silesia, Sosnowiec, Poland

M.A. in English Philology

5-year course included translation and interpretation in Polish, English and German languages.

M.A. thesis: Medical terms in EU directives: Translation-oriented approach. 

The research material is based on twelve directives originally drafted in English and then translated into Polish. Medical field of the research refers to the tissue, cell and organ donation and transplantation, organ trafficking, communicable diseases and issues related to the in vitro fertilization.

2002-2005

High School no. 2, Gliwice, Poland

Completed successfully with A-levels in higher English (A), Polish (A), German (A) and Mathematics (A).

Work experience:











04.2011-now
Carewatch, Homecare Services in Edinburgh, Scotland.


Administrator.


Staff recruitment, job fair organisation, answering phone calls, filing documents, updating database, spreadsheets, operating office machines, correspondence with clients and carers.
10.2010-now
World-In-Words Translation and Interpreting Services, Freelancer in Edinburgh, Scotland. Company website: www.w-i-w.eu
Polish, English, German translation of financial, economic, medical, legal,  technical texts, magazines, books; Polish and English telephone, conference and public service interpretation. 
10.2008-10.2010
Specialized Projects Polska Sp. z o.o. in Gliwice, Poland.

Translator.

Translational projects considering  CCTV systems installed in Poland, as well as translation of documents and specifications .

03.2010-07.2010 Quazi shoe store in Gliwice, Poland. 

Clerk assistant and cashier. 

Customer service, computing sales prices, total purchases and processing cash or credit payment, placing special orders or calling other stores to find desired items, recognizing security risks and thefts, inventory stocking and requisition for new stock, general administration, advising clients on warranty procedures, dealing with customers’ complaints.
010.2009-03.2010 MWM Design Company in Gliwice, Poland.

Administrator, Receptionist, Translator
Preparing invoices, reports, memos, letters, financial statements and other documents, responding to correspondence containing routine inquiries, processing payroll information, managing and maintaining executives' schedules, completing forms in accordance with company procedures, learning to operate new office technologies as they were developed and implemented, managing projects and contribute to committee and team work, contacting existing and prospective clients, handling incoming emails and phone calls.
05.2009-10.2009
Capital Service Engineers in London, England.
Office help, Receptionist
Duties included assisting in answering calls, processing invoices, correspondence with clients, filing, typing, word processing, operating office machines, sorting incoming mail.
02.2009-05.2009 Silesian Dance Theatre in Bytom, Poland.

Translator.

Translation of texts describing biography of dancers and choreographers.

10.2008-05.2009 MWM Design Company in Gliwice, Poland.

Translator, receptionist and office administrator. 

Main duties: translation of documentation, processing payroll information, preparing invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, or presentation software, answering phone calls and directing calls to appropriate parties or taking messages. 

05.2008-10.2008 
Busch Gardens Williamsburg, VA, USA. 

Cash and restaurant supervisor.

Main duties: customer service, monitoring checkout stations to ensure that they had adequate cash available and that they were staffed appropriately, resolving customer complaints, training of new staff. 

05.2007-10.2007 
Busch Gardens Williamsburg, VA, USA. 

Cash and restaurant supervisor. 

Customer service, receiving payments by cash, check, credit cards, vouchers, issuing receipts, refunds, or change due to customers, resolving customer complaints, keeping periodic balance sheets of amounts and numbers of transactions, supervising activities of staff engaged in food preparation.  

10.2006-05.2007 BTC Business Travel Club in Katowice, Poland. 

Managing travel consultant and administrator. 

Communicating with customers, carrying out general administration, planning, arranging and selling itinerary tour packages and promotional travel incentives, preparing customer invoices and accept payments, booking tickets, arranging accommodation, filing and processing necessary documents for tax return and visas for Work and Travel Programme participants. 

05.2006-010.2006 Busch Gardens Williamsburg, VA, USA.
Restaurant supervisor and ride operator. 

Main duties in the restaurant: monitoring food preparation and serving techniques to ensure that proper procedures are followed, supervision and coordination of activities of cooks and workers engaged in food preparation. Duties as ride operator: providing information about facilities, describing amusement park attractions to entice customers to games and other entertainment, operating mechanical riding devices in amusement park.
Interests and activities










· snowboarding, volleyball and swimming,

·  traveling and books.

Achievements and skills










· Currently hold clean driver’s license 
· Computer literate with advanced skills in Microsoft Office for Windows
· Familiar with translation programmes such as: Trados, MemoQ
· Fluent knowledge of Polish, English and German
· Teamwork ability developed through education, employment and leisure activities
· Excellent interpersonal and customer service skills
· Good organisational and planning skills allowing me to meet the deadlines and targets

· Excellent communications and negotiation skills
