RESUME

PERSONAL DETAILS
MISSOUNDIDI Rufin
546 EAST 145th Street #1 B, Bronx, NY 10454, USA
Email: rufincontact@gmail.com; rmissoundidi@yahoo.fr
Telephone: 347 488 5942
OBJECTIVE

I am in search of a position in a company where my 12 years of rich professional experience and competence abilities can be used for challenging problems. 

SUMMARY OF ABILITIES
I have a high sense of organization and am very respectful towards delivery time. I have a great listening and communication capacity in a multicultural environment, report writing, official presentations thanks to my diversified experience in professional administrative tasks and documents. 
EXPERIENCE
WARID CONGO S.A. 




BRAZZAVILLE, CONGO
Chief Translator. 2008 – November 2010
Main duties:

Under the supervision of the Director General and within a bilingual environment, I coordinate all translation activities within the company. Serve as the official translator and interpreter of the company. Translate official messages to ministries and public administration. Supervise a team of five assistant translators and interns. Assign them translation duties. Review and check all their translations. Organize translations in French and in English between the different departments of the company. 

WARID CONGO S.A. 




BRAZZAVILLE, CONGO
Translator. 2006 – 2007

Main duties:

Translate all incoming and outgoing messages to the CEO in French and English; Translate all administrative, legal, commercial, technical, financial, human resources and engineering documents of the company. Translate and serve as the interpreter for miscellaneous communications to all Warid employees; facilitate the communication between the different departments within the company through the translation of miscellaneous mails and documents. 
FREE LANCE TRANSLATOR



BRAZZAVILLE, CONGO
2004 - 2006
Main duties:

Translated many documents for private and public companies, NGO’s and individuals. Translated administrative, financial, legal, technical, medical, commercial, religious and human resources documents in both English and French.
Served also as a Consultant Translator and Interpreter for CODEM Company, which is specialized in international removals, handling and transit.
 HD PRIVATE SCHOOL                                                    BRAZZAVILLE, CONGO

English Teacher. 2001-2004
Main duties:

Teach all four levels in college and final level in high school in a Standard English Program. Hired as Head of the English Department. Keep books, receive parents and visitors, type official letters and write weekly and monthly reports. 
HOSTERLY AND TOURISM TRAINING CENTER          BRAZZAVILLE, CONGO 
English Teacher – Head of the English department. 1999-2001

Main duties:

Taught specific English courses to prospective cooks, hostesses, waitresses; pastry-cooks; receptionists, clerks, caretakers. Planned and supervised courses of business English and intensive oral English. Trained bilingual (English & French) air hostesses. 
SAINTE RITA PRIVATE SCHOOL                                     BRAZZAVILLE, CONGO
Training Coordinator. 1998-1999
Main duties:

Help organize the English training centre of this large school, designing and programming courses, interviewing teaching staff. Helped write teaching manuals, hire teachers and supervise cassette courses.
“LES PRINCIPES” PRIVATE SCHOOL                         BRAZZAVILLE, CONGO
Head of Studies - English Teacher. 1997-1998

Main duties:

Managed a staff of thirty-six (26) teachers in primary and secondary levels. Planned all teaching activities during the school. Organized end-of-term exams. Organized and monitored the visits of academic inspectors. Coordinated end-of-term meetings with all the teachers to assess their performance and the ones of pupils. Planned additional trainings at the laboratory for the scientific sections of our school. Scheduled weekly computer courses. Wrote monthly and yearly reports to be sent to the Ministry of Education. 
.

EDUCATION

MARIEN NGOUABI UNIVERSITY                                    BRAZZAVILLE, CONGO 

Bachelor of Arts, English. 1997
AWARD
Best Employee of the month in April 2010, Warid Congo SA, Brazzaville, Congo

ADDITIONAL QUALIFICATIONS
· Certificate in Electricity obtained in 1994
· Certificate in Professional Training in Computer science (WIN XP; WIN VISTA; WIN 7; WORD, EXCEL, PUBLISHER, POWERPOINT, OUTLOOK, PICTURE MANAGER...) in 2001
· Other softwares: Front Page; Dreamweaver; Photo Filter
MEMBERSHIP

Active member and General Treasurer of Ouenzé International English Fellowship, Ouenzé Evangelical Church, Brazzaville, Congo.
LINGUISTIC SKILLS

English: Spoken; Read; Written.

French: Spoken; Read; Written.

Russian: Read; Written.

HOBBIES
Internet; Reading; Travelling; Music; Football.

REFERENCES

Mr. Michel ELAME, CEO Warid Congo SA

Brazzaville, Congo

Tel: (242) 04400 33 33

E-mail: elamem@yahoo.fr  

Mr. Franchet Zaporta MBOKO, Logistics Expert by trade, 

10338 PUTNEY-CURL, Flat 101 80229 Thornton, Colorado, USA
TEL : 254 258 0064
EMAIL : franchetmboko@gmail.com
Mr. Christian MOUANDA, Computer Scientist
15, rue de la Girolle, 35170 BRUZ, France

Tel : 0033 635 190 782

Email: cjudi25@yahoo.fr 
Mr. Ange Gabriel MISSAMOU, Translator – Interpreter

32, rue Kindamba, Moungali, Brazzaville Congo

Tel: (242) 04419 21 64 

E-mail: good_translation3@yahoo.co.uk
