Diana Toma
Keswick, Cumbria, CA12 4NQ





	Telephone:
	0747 086 1997

	Email:
	dia.toma@gmail.com




Professional Profile
An extremely hard working, highly self motivated and driven individual with a passion for both the spoken and written word, demonstrating strong language abilities and ensuring delivery of all tasks within set timeframes and to a high quality standard.  Has extensive experience in the delivery of translation and interpretation jobs where first class language skills are applied. Works well autonomously and plays an instrumental role within a successful and productive team, working effectively when under pressure and thrives in a challenging working environment.  Attentive to detail, displays exceptional organisation, time management, problem solving, planning and interpersonal skills, utilising superior communicative abilities to build, develop and maintain beneficial relationships at all levels.
Objective
Currently looking to secure a challenging and rewarding new position within any communication, translation or interpretation area where high quality language skills in English, Spanish or Romanian can be applied to the benefit of both individuals and organisations.

Relevant Experience
	Oct 2004 - to date
	FREELANCE TRANSLATOR AND INTERPRETER (Romania, UK, USA, Italy)




· Undertaking a skilled role as translator and interpreter for English and Spanish, working closely with multiple translation agencies in Romania and abroad

· Specialising in general, education, economic, legal, medical, social sciences, psychology, philosophy and audio transcriptions

	Sep 2014 - May 2015
	FREELANCE ENGLISH TRAINER (Romania)




· Personally responsible for the planning and delivery of English courses for adults ranging from beginner to advanced in a safe and comfortable environment conducive for learning

· Evaluating the students, monitoring progress to highlight any areas of concern and proactively addressing the same in collaboration
Career Summary
	Aug 2018 - to date
	FOOD and BEVERAGE ASSISTANT, Keswick Country House Hotel (Cumbria, UK)




· Offering quality customer service at all times when serving guests in the restaurant, advising on menu or drinks choices and answering any queries quickly and efficiently
· Taking main orders (breakfast and dinner, and lunch occasionally) and collaborating efficiently with the kitchen to provide our guests with an exceptional time while they are in the restaurant

· Alternating roles with my other colleagues, some days being outside in the restaurant, other days staying in the kitchen to keep it clean and be in charge of seeing sent the plates to the tables 
· Always working according with governing health and safety and cleanliness guidelines and procedures when clearing and setting up tables
	Jun 2017 - July 2018
	DINING ROOM SUPERVISOR / HEAD WAITRESS, Ardgartan Hotel (Scotland, UK)




· Leading the dining room team to ensure an exceptional customer service at all times when serving customers in the restaurant, advising on menu or drinks choices and answering any queries quickly and efficiently
· Taking main orders, preparing and sending the main course plates together with the kitchen team
· In charge and responsible of training and supervising the new and experienced staff at all times 
· Consistently working in line with governing health and safety and cleanliness guidelines and procedures when clearing and setting up tables

	May 2015 - Jan 2016
	DINING ROOM WAITRESS and occasionally Housekeeper, Ardgartan Hotel (Scotland, UK)



· Ensuring the provision of an exceptional customer service at all times when serving customers in the restaurant, advising on menu or drinks choices and answering any queries quickly and efficiently

· Consistently working in line with governing health and safety and cleanliness guidelines and procedures when clearing tables in addition to undertaking housekeeping shifts when required
	Feb - Jul 2007
	ADMINISTRATIVE SECRETARY, S.C EuroConf SRL (Craiova, Romania)




· Carrying out secretarial duties and responsibilities relating to human resources activities, including completing labour contracts, cease labour contracts and various employee certificates

· Verifying required documentation when hiring new employees as well as maintaining the ins and outs registry for this company responsible for the manufacture of ready-made cloths
	Apr - Aug 2006
	JUNIOR SALES AGENT, S.C RCS & RDS S.A (Craiova, Romania)



· Personally responsible for the generation of maximum contracts for new customers, ensuring the efficient transfer of knowledge when communicating offers to both potential and existing customers in the telecommunications sector
	Jan - Dec 2005
	ASSISTANT MANAGER, S.C ProteasRo S.R.L (Bucharest, Romania)




· Undertaking a multi faceted role with a variety of duties and responsibilities including those relating to secretarial activities and translating Romanian into English and vice versa, particularly technical documents

· Providing valuable assistance to customers regarding any offers or promotions through email, face-to-face and faxes, maintaining customer records
· Additionally maintaining all relevant details relating to registry of a company commercialising technical equipment for the food industry 
Professional Development
	· Trainer Certificate from ACCES Oltenia

· Spanish Diploma as a Foreign Language (D.E.L.E. básico)

	· Translator and Interpreter Authorisation for English and Spanish from the Romanian Ministry of Justice


Education
	Masters Degree
	Management and Development of Human Resources / MBA (University of Craiova, Faculty of Economics and Business Administration) 2009


	BA Degree
	English Major / Spanish Minor (University of Craiova, Faculty of Letters) 2004


	High School Graduation Degree

	Philology / Intensive English 2000


Key IT Skills
· MS Office (Word, Excel, Power Point, Outlook), Internet, Email
Personal Details
	Languages:
	Fluent English & Spanish, Intermediate Italian & French, Beginner Portuguese  


	Interests:
	Reading about spirituality, anthropology, psychology, astrology; travelling; photography; jogging, dancing, yoga and Pilates.
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