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ALESSANDRA OLIVEIRA
Translator/Interpreter
57 North Street #304, Danbury, CT 06810 (USA)     Ph: 203.240.6365    Fax: 203.205.0892

QSE 07 cs 45, Brasilia, DF 72-200    (BRASIL)            Ph: 61.9193.6494
E-mail: a.oliveira@sbcglobal.net
Summary

Diligent and versatile Professional Translator, Interpreter and Transcriber with vast experience in English and Portuguese (both as source or target languages) and Spanish (intermediate).  Project Management background with ability to multitask. Great communication skills, virtual team experience as well as latest technology/software competency. 

· Over 10 years experience in Translation/Interpretation applied in various professions including but not limited to Law Firms, Insurance Companies, Immigration, Legal documents, Contracts, Litigation, Marketing/Advertisement, Medical, Science, Environmental/Public Health and Safety, IT and Telecommunications, Tourism/Travel brochures, Operation Manuals, Education and many other areas.

· Project Management Experience.

Education

UConn, Hartford, CT (USA) – Paralegal Degree

National Business Institute, New Haven, CT (USA) – Office Management

State of Connecticut – Secretary of State   - Certified Notary Public

Sunrise English School (9 yrs)

ATA Member 

Professional Experience

March 1999-Present:  Freelance Translator/Interpreter/Transcriber.  Collaboration with different companies and entities on a Freelance basis.

 Some of the most recent Freelance projects include:
· Proofreading of Legal documents

· Translation of Legal Documents for INS (Immigration and Naturalization Services)

· Freelance Personal Escort Interpreter- Hospital visits, doctor visits, government agencies, court, etc.

· Translation of several legal documents, such as Birth Certificates, Divorce Decrees, Deeds, Letters, etc.

· Telephonic Interpretation- Ongoing over the phone Interpretations in various sectors, Insurance, Banking, Business, Legal, Law Enforcement, Medical, etc

· Translation of several legal documents for DETRAN (Department of Transportation of Brasil)

· Translation of Operational Manuals for PETROBRAS (Oil Industry-Brasil)

October 2001 –Present:  Project Manager/Translator-Interpreter. 

The Romanello Law Firm, Danbury, CT (USA) Responsibilities include:

      Translate documents and meetings with clients (Portuguese/English/Spanish)

      Legal documents, contracts, business proposals, insurance documents, 
      Mortgage documents, birth certificates, marriage certificates, death certificates, 
      immigration documents, all documents in general.

      Notarize legal documents

     Prepare all legal documents pertaining to Real Estate Law / Litigation / Immigration 

     (in both languages)
     Conduct meetings with clients 

     Supervise four employees, responsible for payroll and office management in general

· Manager of all aspects of Law Firm operation.

      Successful promotion of Law Firm through innovative Marketing strategies

Language Subjects & And Some Areas of Expertise

· Medicine/Pharmaceuticals                      

· Science/Biology

· Public Health/Safety/Environmental/Food Safety

· Government/Policies/Aviation

· Media (TV), Newspapers

· IT-Computers

· Advertising/Marketing

· Travel/Tourism

· Legal Documents

· Banking/Mortgage

· Restaurant/Food/Hospitality

· INS

.
Tools

Computer & Software:  

Windows /XP/Me/2000/’Vista

 MSOffice 2008 (Publisher, Excel, Access, Power Point, Word, Outlook).

 CAT tools:  Wordfast, Trados.

International Residence

      Brazilian born citizen

Legal Resident of the United States since 2001
	

	

	

	
	

	

	

	

	

	

	

	

	



