CURRICULUM VITAE

FULL NAME



:  Sophia Constantinou 

ADDRESS



:   6, Epaminonda Street, 157 72 Zographou

TELEPHONE NUMBER


:   210 - 771.3523 / mobile 6945 – 198955

E-MAIL ADDRESS


:   sofk@internet.gr

PLACE & DATE OF BIRTH

:   Zographou, June 16th 1958

MARITAL STATUS


:  Single

EDUCATION

1971 - 1976



:  1ST GYMNASIUM FOR GIRLS, Zographou

1976 - 1982



:  UNIVERSITY OF ATHENS






   Law School, Diploma in Political Sciences.

1967 - 1974



:  DALIANI ENGLISH INSTITUTE, Zographou 






   1st Certificate in English, University of Cambridge.

1976




:  Greek and English typewriting.

1978




:  DIDACTA INSTITUTE, Athens





   Assistant Accountant Certificate.

LANGUAGES



:  Greek (mother tongue)
    English (very good)






   French (a little)






   Italian (a little)

OTHER SKILLS



:  PC operation (IBM compatibles as well as Μacintosh)






   Software: ABC Write, Volkswriter, WordStar 2000,

   Word Perfect 5.1, Windows and Word 6.0 for

   Windows, Mac Write Pro and File Maker Pro.

SEMINARS



:  - “Public relations for secretaries” (1986)

   - “The dynamic secretary” (1986)

   - “Public relations” (1987)

   - “Public relations for secretaries” (1988)

   - “Public relations” (1988)

- “Mind Control” (1990)

WORKING EXPERIENCE
Α) As secretary
    22.05.95 - 15.05.98


:  S.C. DELIADIS LTD. (7, P. Patron Germanou Street, Athens)





   Position: Secretary, in charge of orders and contact with foreign





   suppliers.
    01.01.94 - 30.06.94


:  HELLENIC EUROPEAN ADVISORY SVCS S.A.





   (42, Amalias Avenue, Athens)





   Position: Executive Secretary.
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     01.07.87 - 15.07.91


:  CHROTEX S.A.. (39, Marni Street, Athens)
Position: Executive Secretary to the Managing Director, responsible for coordination of the departmental secretaries.
     27.01.86 - 30.06.87


:  HELLAGRICOLE S.A. (5, George Street, Athens)





   Position: Secretary of Imports Department.
     15.02.83 - 31.05.85


:  STERLING PRODUCTS INC. (32, Kifissias Avenue, Maroussi)





   Position: Executive Secretary to the Financial Director.
     17.08.81 - 17.01.83


:  HELLENIC FERROALLOYS S.A. (3, Korai Street, Athens)
   Position: Executive Secretary to the Financial & Marketing Manager.
     15.11.76 - 17.07.81


:  SCHLUMBERGER TECHNICAL SERVICES INC.
   (1, Korai Street, Athens)
   I started as a photocopier operator. In September 1977, I was promoted

   to telex operator, and finally, in March 1979, I was promoted to

   Secretary to the Chief Accountant. In this capacity, I worked until 

   17.07.81, at which date the company relocated their headquarters to

   Dubai.
Β) As freelance translator / text editor
16.05.98 – to-date
:  Freelance translator from English to Greek and vice versa, specialized in following areas: Telecommunications, Technical, Information Technology, Medical Equipment, Business/Financial and Law.
 08.93 - 12.93
:  I worked under contract for the “St. Helen’s Ladies Philoptochos Societey of St. Nicholas Shrine Greek Orthodox Church”(a charity fraternity based in Long Island, New York, U.S.A), on word processing, edition, translation, and final supervision of the bilingual cookbook (Greek-English) "Traditional Hellenic Tastes" (Πατροπαράδοτες Ελληνικές Γεύσεις), which was distributed only in the U.S.
   01.07.94 - 21.05.95
:  Freelance translator from English to Greek and vice versa.
    01.08.91 - 13.11.93


:  TELEVISION ENTERPRISES S.A. (MEGAL CHANNEL)

 – Paeania Studios.
   I worked as a freelance translator of foreign series for the TV (sub-titling), from English to Greek.
SELECTED CUSTOMERS


:  ARCHETYPON





   ABBOTT LABORATORIES





   GENERAL ELECTRIC MEDICAL SYSTEMS





   HITACHI





   INTER-TRANSLATIONS





   SIEMENS





   UNITEL HELLAS





   EXECUTIVE SERVICES






   XINOS






   MEDTRONIC FUNCTIONAL DIAGNOSTICS






   STAMATIOU CONSULTANTS






   TCB AVGIDIS AUTOMATION






  Q-SYSTEMS
RECOMMENDATIONS


:  Available upon request.

