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	Europass

Curriculum Vitae
	

	
	

	Personal information
	

	First name(s) / Surname(s) 
	Magdalena Małgorzata Łappa 

	Address
	47 Olinda Road, London N16 6TR United Kingdom

	Mobile
	07861490308
	

	E-mail(s)
	language.mediation@gmail.com

	Nationality
	Polish 

	Date of birth
	09/06/1986

	Gender
	Female 

	
	

	Desired employment / Occupational field
	Translator and Interpreter


	
	

	Work experience
	

	
	

	Dates
	22/08/2011 - 28/11/2011 

	Occupation or position held
	In-house Telephone Interpreter

	Main activities and responsibilities
	- interpreting over the phone for governmental institutions into and out of Polish

- assessment of volunteer interpreters during Olympic Games 2012

	Name and address of employer
	The BigWord

Well Court, 14-16 Farringdon Lane, EC1R 3AU London (United Kingdom)

	Type of business or sector
	Administrative and support service activities

	
	

	Dates
	11/09/2010 → present

	Occupation or position held
	English Teacher and Polish Translator

	Main activities and responsibilities
	- teaching English adults

- translation into and out of Polish

	Name and address of employer
	Polska Szkoła Przedmiotów Ojczystych im. Jana Pawła II na Stamford Hill w Londynie

158s Stamford Hill, N16 6QX London (United Kingdom)

	Type of business or sector
	Education

	
	

	Dates
	20/04/2009 → present

	Occupation or position held
	Freelance Translator and Interpreter

	Main activities and responsibilities
	- Interpreting into and out of Polish: 

a) medical: CBT Clinic, hospitals, Mental Health clinics, GP surgeries, General Dental Council, 

b) legal: arbitration (IDRC), crown courts, magistrates’ courts, county courts, prisons, probation offices, solicitors' offices, child protection departments, HR disciplinary hearings, insolvency services, personal injury claims, medico-legal conferences, benefit fraud taped interviews under caution 

c) other: home visits, social services 

- Translation into and out of Polish: 

a) Specialties: General, Education, Pedagogy and Methodology of Teaching, Social Sciences, Migration Studies, Medicine, Marketing, Nutrition, Social Insurance, Law, EU, Local Government, Linguistics, Housing, Child Protection, Manuals, Health and Safety, Birth/ Marriage/Death Certificates, Diplomas

	Name and address of employer
	Self-employed

47 Olinda Road, N16 6TR London (United Kingdom)

	Type of business or sector
	Administrative and support service activities

	
	

	Dates
	19/03/2011 - 26/03/2011 

	Occupation or position held
	Conference Interpreter

	Main activities and responsibilities
	- conference interpreting into and out of Polish

	Name and address of employer
	Model European Union Strasbourg 2011 - Bringing Europeans Together Association (BETA) e.V.

Hintere Bleiche 49a, 55116 Mainz (Germany)

	Type of business or sector
	Administrative and support service activities

	
	

	Dates
	30/11/2008 - 31/01/2011 

	Occupation or position held
	Student Ambassador

	Main activities and responsibilities
	-promoting higher education among pupils by visiting various schools and giving presentations and 
  workshops about aspects of university life and my personal experience concerning education 

- providing campus tours for prospective students visiting Westminster University 

- acting as an advisor with regard to courses offered by Westminster University

	Name and address of employer
	University of Westminster

309 Regent Street, W1B 2UW London (United Kingdom)

	Type of business or sector
	Education

	
	

	Dates
	02/11/2009 - 12/02/2010 

	Occupation or position held
	Intern as a Translation Project Manager

	Main activities and responsibilities
	- handling pre-assignment steps (client enquires, test analysis, order placements) 

- managing the actual translation process (scheduling, job preparation, research on relevant 
  terminology, third party proofreading, post editing/proofreading, translation delivery) 

- executing any post-assignment procedures 

- maintaining an efficient filing system 

- creating interpreter database 

- translation into and out of Polish

	Name and address of employer
	Rosetta Translation

47 Fleet Street, EC4Y 1BJ London (United Kingdom)

	Type of business or sector
	Administrative and support service activities

	
	

	Dates
	13/08/2009 - 27/08/2009 

	Occupation or position held
	Clearing Enquiry Service Team Member

	Main activities and responsibilities
	- dealing on the phone with candidates interested in studying at Westminster University 

- taking personal details and qualifications 

- checking whether they meet entry requirements 

- transferring calls to admissions

	Name and address of employer
	University of Westminster

309 Regent Street, W1B 2UW London (United Kingdom)

	Type of business or sector
	Education

	
	

	Dates
	01/09/2005 - 30/06/2008 

	Occupation or position held
	Helen Doron Early English Teacher

	Main activities and responsibilities
	- teaching English to children aged 1 to 12 using Helen Doron method based on background hearing  

  and positive reinforcement 

- developing an understanding of acquiring a foreign language by a young learner 

- acquiring practical understanding of the lesson planning system (flexibility),time management, 
   creativity 

- gaining the invaluable experience of organising and prioritising activities as well as keeping records 
  of work (in hardcopy as well as in MS Office Word) together with assessment of all activities done 
  during classes 

- establishing appropriate behaviour during lessons 

- working collaboratively with parents and other teachers to build mutual trust

	Name and address of employer
	Akademia Małego Europejczyka

ul. Źródlana 37, 71-052 Szczecin (Poland)

	Type of business or sector
	Education

	
	

	Dates
	17/07/2006 - 31/07/2006 

	Occupation or position held
	Counsellor at ELS-Bell Camp

	Main activities and responsibilities
	- teaching English to students aged 13 to 18 

- establishing appropriate rapport during classed and so called 'free time' 

- supervising sport activities 

- resolving students' issues 

- working collaboratively with colleagues

	Name and address of employer
	ELS-Bell Poland

Targ Drzewny 3/7, Gdańsk (Poland)

	Type of business or sector
	Education

	
	

	Education and training
	

	
	

	Dates
	13/09/2010  

	Title of qualification awarded
	Diploma in Public Service Interpreting (English Law)

	Principal subjects / occupational skills covered
	- translation into and out of Polish

- short consecutive interpreting into and out of Polish

- simultaneous interpreting into and out of Polish

- sight translation into and out of Polish

	Name and type of organisation providing education and training
	Chartered Institute of Linguists

Saxon House, 48 Southwark Street, SE1 1UN London (United Kingdom)

	
	

	Dates
	09/10/2009 - 04/06/2010 

	Title of qualification awarded
	DPSI preparatory course

	Principal subjects / occupational skills covered
	- English Legal System

- translation into and out of Polish

- sight translation into and out of Polish

- simultaneous interpreting into and out of Polish

- short consecutive interpreting into and out of Polish

	Name and type of organisation providing education and training
	Middlesex University

Hendon Campus, The Burroughs, NW4 4BT London (United Kingdom)

	
	

	Dates
	29/09/2008 - 21/10/2009 

	Title of qualification awarded
	MA in Bilingual Translation

	Principal subjects / occupational skills covered
	- institutional translation into and out of Polish

- technical translation into and out of Polish

- editing skills

- interpreting skills

	Name and type of organisation providing education and training
	University of Westminster

309 Regent Street, W1B 2UW London (United Kingdom)

	
	

	Dates
	01/10/2005 - 17/09/2008 

	Title of qualification awarded
	BA in English Studies with TEFL

	Principal subjects / occupational skills covered
	- English Language and Literature

- Applied Linguistics

- Phonetics and Phonology

- Syntax and Morphology

- Integrated Skills

- IT

- Psychology and Pedagogy

- Methodology of Teaching

- Introduction to Translation

	Name and type of organisation providing education and training
	University of Szczecin

al. Piastów 40B, 71-065 Szczecin (Poland)

	
	

	Personal skills and competences
	

	
	

	Mother tongue(s)
	Polish

	
	

	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	W r i t i n g

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English
	
	C2 
	Proficient user 
	C2 
	Proficient user 
	C2 
	Proficient user 
	C2 
	Proficient user 
	C2 
	Proficient user 

	Spanish
	
	B1 
	Independent user 
	B1 
	Independent user 
	B1 
	Independent user 
	B1 
	Independent user 
	B1 
	Independent user 

	German
	
	A1 
	Basic User 
	A1 
	Basic User 
	A1 
	Basic User 
	A1 
	Basic User 
	A1 
	Basic User 

	
	(*) Common European Framework of Reference (CEF) level 

	
	

	Organisational skills and competences
	Time management and workload planning
As a self-employed translator I have to deal with heavy workloads and also less busy periods. I have to make sure that I can accurately predict when assignments will be finished, and also find ways of prioritising tasks so that the most important ones are finished first.

Attention to detail and the ability to organise and prioritise the workload and work accurately under pressure
One of my work placements was as a Project manager in a translation agency. Team members had to follow exact workflow practices in order to make sure that the progress of jobs could be tracked through various members of staff even in their absence.

Excellent interpersonal skills with an ability to communicate effectively, both verbally and in writing with people at all levels and a wide variety of audience

As an interpreter in London I am required to communicate with many different people, including judges, solicitors, and policemen, as well as crime victims and criminals. This experience enabled me to be confident when dealing with customers of different ages and backgrounds.

The ability to gain confidence, respect and co-operation of senior figures both within the organisation and externally

I have experience of dealing with senior figures in my current post, as I deal with important senior members of the civil service who are dealing with on of the agencies I worked for. As an interpreter I am required to work with very important senior figures in public and each job is subject to a feedback report. The feedback I have received so far is overwhelmingly positive. 
Flexibility to adapt to a changing environment 

I have studied and worked in different countries, and work in different sectors and enjoy diversity and variety of assignments in a job role. As a freelance translator and interpreter in London I am constantly required to adapt to various (sometimes stressful) situations when working on court cases or with social services (e.g. domestic violence) and stick to deadlines concerning translation delivery. A rapidly changing work environment is one of the most attractive features of any job description for     me, as it means that each day will be different and there will be variety in the assignments I receive.

Flexibility to problem solving

I have worked in a range of different sectors and I am qualified in three different professions. As part of my employment I have also been trained in a variety of professional disciplines, such as customer service, quality assurance and team working. With this diverse educational background and work portfolio I am able to identify problems quickly and address them either by attempting to solve them myself or raising them promptly with management/colleagues. I am also aware of the importance of dealing with underlying more serious problems which may be not be as obvious as smaller problems which arise more frequently.

Manual file management

As a project manager at a translation bureau I was responsible for making sure administrative procedures were followed by all team members at all times. This involved lots of measures for making sure documents were checked in and could be tracked through the organization if clients requested a progress report.

Booking venues, travel and accommodation

As a self employed translator I have to organise my own travel/accommodation arrangements.

	
	

	
	

	
	

	Computer skills and competences
	MS Outlook & Word (Intermediate level)

As a freelance translator all my work is prepared using MS Word 2007/2010, and all my assignments are received and sent out from a PC. I am also familiar with MS Outlook both desktop and web version.

MS Excel (Intermediate level)

I have a good knowledge of Excel, including pivot tables, lookup functions and cashflow projection spreadsheets.

Typing (min 45 wpm)

I have strong, accurate, keyboard skills.

Interest in developing IT skills including learning new systems and processes 

In my role as an interpreter I have to use complex online virtual environments to carry out translations for private organizations such as the ministry of defence and I am always willing to learn something new.

MS Access (basic level)

I have a good working knowledge of using MS-Access, including making/designing tables, making relationships between tables and simple/aggregate queries.

	
	

	Other skills and competences
	Initiative, drive and enthusiasm

As a self employed translator I have a wide range of experience of organizing my own workload and being self-motivated, especially when procuring a steady supply of work.

Work as part of a team - contributing, co-operating with and supporting other team members

I was part of a team in my most recent interpreting post and also in my posts at the University of Westminster. I have also been trained in teamworking techniques as part of my previous posts and enjoy putting them into practice.

Anticipate needs

As a self employed translator interpreter I have to manage my own workload/portfolio and this requires an element of forward planning.

	
	

	Driving licence(s)
	B 
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