Tanja Epps
341 Nayatt Road

Barrington, RI 02806

tanjaepps@hotmail.com
Dates Employed
Job Title

2009 – 2011

Danish to English Translator for National Foreign Language Center

The University of Maryland/Danish Embassy
2004 – Present 

Rater for Danish Web design Company
· Rate and review websites from all over the word. Censor if it conflicts with guidelines.
2004 – Present

School Volunteer – Barrington Schools
· Library, Playground, Math Class, Reading & Admin. Help. Also served on School Board. 

2005 - Present

Translation Manager/Customer Manager
· Translate Danish to English

· By using web search I compiled an extensive list of new prospective clients and contacted all of these clients. This proved to be a very lucrative business. Before I came onboard they hardly had any clients. Now, because of my web search they have over 200 returning customers. What I did was complete a search of prospective new clients and sent them all a proposal via email/hard copy. I created an extensive spreadsheet with contact information and updated comments for the company.
· Secretarial assistance and customer contact (phone and internet replies)

1994 – 1999

Domestic – International Packaging Manager
• 
Main vendor contact for creation of 
shipment packaging/repackaging.

• 
Ensured that packaging was correct 
(coloring, text, positioning, and if 
necessary, language translation)

• 
Created and maintained spreadsheets for
all of Staples domestic and international
new/repackaged products. 

• 
Translator of all German packaging. In 
charge of having products sent out for
French translation. 

• 
Creator of Packaging Guidebook. This 
book described how my department was set
up, how we wanted finished packages to 
look, guidelines for use of translated 
materials etc. 

• 
Manager of artwork designers and secretary
1990 - 1999

Executive Administrative Assistant
Education: 
Bachelor’s degree in languages from Gentofte College, Denmark and Business Language correspondent, Danish/English translation exam from Handelshoejskolen in Copenhagen.
Computer Skills:
MS Office., Salesforce.  High-speed internet access and complete home office set-up. Typing speed: 80 wpm.
Languages: 

Fluent in Danish and English. Basic German language skills.
