Tammy R. Conner

Objective

Translation projects using expertise in writing, editing and speaking both English and German in order to provide outstanding translation services
Key Skills
	Communication Skills:
	Translation
Liaison
Rhetoric


	Instruction
Customer service

Follow up and Problem Resolution

	Research & Coordination Skills:
	Multi-departmental Coordination of Product Timelines and Desired Outcomes

	Travel Coordination
Research of Legal Guidelines


	Computer Skills:
	MS Word

MS Excel

MS PowerPoint 

MS Outlook
	MS Access

MS Publisher 

Specialized industry software


Education


University of Tennessee Knoxville, TN





Master of Arts, August 2010; GPA: 3.50/4.0




The University of Tennessee Knoxville, TN





Bachelor of Arts, May 2007; GPA: 3.14/4.0
Related Coursework

“Business German”
“Technical and Professional Writing”

Employment

Sept. 2013 – Oct. 2014

Unum Group
Enrollment Materials Coordinator
· Performs in-depth review of Kit Request to state legislative rules/requirements
· Utilizes analysis of Rate Detailed Reports or Re-create Reports to develop enrollment materials.
· Identify and resolve issues by consulting and coordinating efforts with Field Office, Sales, Contract and Underwriting partners.
· Build informational mini-websites.
· Prioritize caseload based on negotiation of time frames with field partners.
Aug. 2012 – June 2013

E. E. Waddell Language Academy Charlotte, NC
German Immersion – 2nd Grade Teacher
· Taught math, science, social studies, language arts and literacy

· Mentored other German teachers and student teachers
· Practiced classroom management

Aug. 2009 – Aug. 2012

Brown International Academy Chattanooga, TN

German Teacher – Pre K – Fifth Grade
· Obtain funding / POs / Manage budgets for the German Immersion program
· Taught language arts and literacy to native German students

· Taught German Immersion for First and Second Grade

· Taught German as a Foreign Language for Grades 3-5

· Act as a liaison for German parents

Aug. 2011-Aug. 2012

IOR Global Services Chattanooga, TN

German Teacher 
· Taught German to adult students at Volkswagen Academy

Aug. 2008 – May 2009

University of Tennessee Knoxville, TN





Graduate Associate Teacher
· Taught German 101, 2008

· Assisted with undergraduate courses, 2009
Sept. 2006 – July 2007

Clarion Inn - Knoxville, TN

Front Desk Clerk
· Assisted guests with check-in and check-out procedures

· Created reservations and collect customer payments

July 2001 – June 2002

First State Financial Bank - Middlesboro, KY





Cashier / Teller

· Assisted customers with account deposits, withdrawals, loan payments and other banking services

· Processed business deposits up to $10,000
August 1999 – June 2001

Comair / Delta Connection Airlines, Manchester, NH





Ticket Agent

· Scheduled reservations and processed ticket purchases

· Assisted passengers with check-in, baggage checking, security processing, aircraft boarding and baggage claims

August 1997 – August 1998

Trans World Airlines, Detroit, MI 




Ticket Agent

· Scheduled reservations and processed ticket purchases

· Assisted passengers with check-in, baggage checking, security processing, aircraft boarding and baggage claims

Volunteer Experience

Chattanooga Area Food Bank, Chattanooga, TN

Blood Assurance, Chattanooga, TN
Additional




Information
Lived in Germany and traveled extensively throughout Europe, Canada, Mexico and the U.S.
