Heleen C.M. Willems-Molkenboer             

Address: 2 new cottages                                  Date of birth:

20 October 1973

Conyboro Estate                                              Nationality: Dutch
Cooksbridge                                                    Married, 2 children
BN8 4SR



     
Phone: 01273-401398 / 07891411753
E-mail: heleenwillems@googlemail.com
EDUCATION:

2006-2008:       University of East Sussex



Continuing course History of Art for Higher Degree

2003-2005:
University of Glasgow

                    
Certificate of Higher Education: History of Art

2001-2003:       Leidse Onderwijs Instellingen (LOI) (Dutch Institute for Distant Learning):
                          English advanced course

1997-2000:       Leidse Onderwijs Instellingen, NL
                          History of Art

1992-1996:
College for Fashion and Design, Utrecht, The Netherlands
1990-1992:
VHBO, Nijmegen, The Netherlands
LANGUAGES:

English, Dutch, conversational French and German
COMPUTER SKILLS
Microsoft Office including Word, Powerpoint, Excell, Internet,Memoq
WORK EXPERIENCE:
2010-present:  Translation (Dutch-English) Bizlang Limited, Business Translation for Europe, 

                         K International language Translation Service.
2010-present:   Translation (English-Dutch) Huntress, Brighton.
2009-present: 
Personal Assistant for International Education Consultant based in London and Barcombe. Work involved preparing documents for meetings (downloading, printing and filing), book keeping and research.
2010-2011:       Administrative assistant for Charleston house, Firle

2003-2006:
Child minder, Glasgow, UK. Various families, last two years for one family (Mr. and Mrs. Henderson, Bridge of Allan, UK)
2002-2003:
Creative assistant on a day-care centre for people with a mental handicap (activities included cooking, creative work shops and cultural activities)
2001-2002:
Part time locum for daytime nursery

1999-2002:
Child minder (various families, children aged 0-9 years old)
1998-1999:
Creative Assistant at Children’s Hospital (Asthma Centre, Hilversum, The Netherlands)
1997-1998:
Secretary for Solicitors Company, Bilderbeek & Roesink, Utrecht, The Netherlands

1994-1997:
Temporary Administrative jobs via employment agencies
References: 
Helen Gibbons: Bizlang Limited, Business Translation for Europe: helen_gibbons@mac.com 

Susan Jackson:  International Education Consultant:  sjacksonassociates@yahoo.co.uk                                     

Tessa Mccormick: Charleston House:  t.mccormick@charleston.org.uk
