CURRICULUM VITAE

	personal information


	Name
	
	ROSÁRIA INES ALVES DUARTE

	Address
	
	MEM-MARTINS, PORTUGAL

	Mobile
	
	961124930

	Fax
	
	-----

	E-mail
	
	Ines-duarte@sapo.pt


	Nationality
	
	Portuguese


	Birth date
	
	05-04-1976


	Professional Experinece


	• Date (June 2014 – January 2015)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities
• Date (December 2012 – …)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities

• Date (August 2012 – …)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities

• Date (July 2001 – November 2013) 

• Date (October 2012 – October 2012)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities

• Date (September 2012 – September 2012)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities

• Date (November 2011 – February 2012)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities

• Date (March 2011 – August 2011)

• Employee’s Name and address

• Business / activity
• Role / Job

• Main activities and responsibilities


	
	Go Premium / Safe Fly

Angola /Portugal

Travel Agencies

Finance Director (CFO)

Everything that concerns a CFO

Translate Media

London, UK

Translation Agency
Proofreader/translator
Proofreading/translation
Lingo 24

London, UK

Translation Agency

Proofreader/translator

Proofreading/translator

Financial/Banking field experience

Appen Butler Hill

Translation agency

Freelance translator / transcriptionist /data collector
Freelance translation / transcription /data collection
Work Place Translations

Translation Agency

Freelance translator / proofreader

Freelance translation / proofreading
COFAC (Grupo Universidade Lusófona)
Lisbon - Portugal
Besides teaching (university) it has an independent translation department
Freelance Translator

Translation of International IDEA and UNDP documents about electoral assistance worldwide, but their main focus is third world countries or post-conflict countries that are trying their first steps in the democracy field.
Booking.Com

Travelling/Tourism
Freelance Translator

Translation of hotel descriptions, hotel  payment conditions, etc

	• Date (March 2011 – April 2011)

• Employee’s Name and address 

3Com

• Business / activity

software / hardware

• Role / Job

Executive  Secretary

• Main activities and responsibilities

Assisting the Adminstration of the Portugal Branch as well as attending foreign and national clients either by phone or on person.

• Date (1999 – 2000)
	
	Transperfect 

Translation / Transcription

 Freelance Translator

PT-PT File Transcription



	• Employee’s Name and address 
	
	3Com

	• Business / activity
	
	software / hardware

	• Role / Job
	
	Executive  Secretary

	• Main activities and responsibilities
	
	Assisting the Administration of the Portugal Branch as well as attending foreign and national clients either by phone or on person.


	• Date (1997 – 1998)
	
	

	• Employee’s Name and address 
	
	Lyon Edições

	• Business / activity
	
	Publishing House 

	• Role / Job
	
	Translator

	• Main activities and responsibilities
	
	Translation of the following Books:

- How to be a Special Mom (original title)

- 101 Ways to Say I love You (original title)

- The Tao of Love (original title)

- The Aqaba Exchange


	• Date (1999 – 2000)
	
	

	• Employee’s Name and address 
	
	F Lima S.A.

	• Business / activity
	
	Manufacture and Distribution of Food and Hygiene products

	• Role / Job
	
	Translator

	• Main activities and responsibilities
	
	Technical documentation translation

	• Date (1994 – 1998)
	
	

	• Employee’s Name and address 
	
	Tutoring Center

	• Business / activity
	
	Tutoring Center

	• Role / Job
	
	Tutor

	• Main activities and responsibilities
	
	English Tutoring 


	Professonal and Academic Training


	• Date (1994 – 1998)
	
	

	• Name and type of Institution
	
	ISLA – SANTAREM (INSTITUTO SUPERIOR DE LINGUAS E ADMINISTRAÇÃO – SANTAREM)

	• Main disciplines  / Professional Skills
	
	English Translation Techniques; French Translation Techniques; Approaching the Italian Language; History of the English Literature; History of the French Literature.

It  included a trainee in France (Rennes) as an Erasmus student during the Degree’s last year’s first semester.

	•Qualification
	
	Degree

	• Classification 
	
	14 



	Personal Skills


	Mother tongue
	
	Portuguese


	Other languages

	• Writing apprehension
	
	English – maximum level
French – maximum level

	• Writing expression
	
	English – maximum level
French – maximum level

	• Oral expression
	
	English – maximum level
French – maximum level


	Social skills

	
	Swimming;Karate; Jogging; Travelling.


	organization skills

	
	Great organizational capacity .


	Technical skills
	
	Using MS Word and Wordfast software (standard wordfast classic 5) 
Member of the APT – Associação Portuguesa de Tradutores

Fields of expertise:

- History
- Biographies
- Cinema

- Advertising
- Tourism
- Hygiene
- All kinds of literature (romance, fiction, crime, etc.)


1

