CURRICULUM VITAE

PERSONAL DETAILS:
Name:     
Sylwia Kijewska
Address:           44-370 Pszów, ul. Pszowska 441g Poland

Nationality:
Polish

Mobile: 
+48 602 115402

E-mail: 
lancelot@pro.onet.pl 
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EDUCATION AND QUALIFICATIONS:

14.07.2005 
Ministry of Justice: Sworn Translator’s Licence new number on the list of Sworn Translators TP/1553/05 
19.04.2001
The District Court in Gliwice – Accreditation of a Sworn Translator Licence
26.05.2000
The degree of MA of English Philology, specialisation: linguistics 

01.10.1998-06.2000     
2-year MA studies at the English Philology Faculty of the University of Opole, Department: linguistics, specialisation: computational linguistics
19.06.1998 
The degree of BA of English Philology at Wrocław University

01.10.1995-12.06.1998  
Teachers’ Training Centre in Jastrzębie Zdrój, English Department 

JOB EXPERIENCE:

17.09.2001 up to now
starting the economic activity as a translator and teacher – establishing own translation agency; co-operation with many translation agencies, companies and institutions in Poland and abroad. 

Duties: Specialist and certified Polish-English and English-Polish translations (medicine, pharmacy, law, economy, accountancy, business, trade, insurance, technology, European Union, textile industry, cosmetology, etc.)

01.03.2009 do 30.09.2011
a lecturer in Teachers’ Training College in Rybnik (classes; certified translations, reading comprehension)
20.07.1998 – 16.09.2001
an interpreter in PPH ELSNER in Wodzisław Śląski (clothing industry)

Duties: Polish-English and English-Polish translations, conducting the whole commercial correspondence; participating in Fairs; mediating with customers; making tie & scarf designs

01.09.2000 – 31.12.2000  
a TESL Teacher at Economic Complex of Schools in Wodzisław Śląski 

Duties: teaching English as a second language

01.09.1996 – 31.08.1998 
as a TESL Teacher at II Primary School in Pszów

  


Duties: teaching English as a second language

01.12.1993 – 31.08.l996  
as an Assistant-Secretary to the Board of Directors in Silesian Plants of Food Concentrates in Wodzisław Śląski 

Duties: spoken and written translation of faxes, conversations, contracts, invoices, letters of complaint, etc; organising the Board's meetings and timetable; participating in Fairs; editing correspondence; mediating between the Board and Managers; operating all the office equipment 

ABILITIES AND PREDISPOSITIONS:

Abilities: fluent written and spoken English; aptitude for concise written forms; experience in conducting commercial and financial correspondence of all kinds (orders, letters of complaint, letters of apology, statements of accounts, etc.) and in translation (economy, law, finance, politics, marketing); language creativity; practical knowledge of different writing techniques (all kinds of essays, summaries, reports, articles, letters, short stories, etc.)

Using a word processor, internet, electronic mail (Paint Shop Pro, Adobe Acrobat, Fine Reader, Microsoft Visio, Microsoft Frontpage, Microsoft Publisher, Microsoft PowerPoint).

CAT Tool used: Trados SDL Studio 2021 Freelance plus

Operating all kinds of office equipment (photocopier, fax, scanner, etc).

Driving licence (category A, B).

PERSONAL CHARACTERISTICS:

Qualities of character: extrovert, open-minded, creative, imaginative, hard-working, eloquent.

Others: accuracy, conscientiousness, ability to come into interpersonal contacts, adaptation to new environment and conditions, organisational talent, ability to adjust to a group work and ability to work independently.
INTERESTS

Motorcycling, Argentinian tango, salsa, bachata, karaoke, ballroom dancing, playing the guitar and piano, swimming, bowling, snowboard, gardening, ikebana, needlework, clothes designing
