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Professional profile

Qualified freelance English – Czech translator with 3 years of experience in legal translation and human resources documentation. Can demonstrate well honed skills in the management of a small translation agency, including translation project management. High standards of self organization and motivation, keen to make a contribution to your company by using my translation management skills.

Field of translation expertise                                                                                                                             Translation of business documents, contracts, letters, certificates-marriage, birth                                                         Legal translation, court translation, technical translation                                                                                             Human resources documentation                                                                                                                         Translation of web pages and computer game reviews 
Education
University of Westminster, January 2005 – December 2005




                                                             
· Post-graduate Diploma in Translation Course (English - Czech)
The Institute of Linguists – Diploma in Translation (Dip Trans)
Paper 1 - General translation - merit
Paper 2 - Technology - merit
Paper 3 - Science – distinction
City and Islington College, 2000                                                                                                                                                      
· Foundation Diploma in Art & Design

Secondary Technical school of Ceramics, Karlovy Vary, Czech Republic, 1994-98                                                            
· Equivalent to “A levels” : Czech Language, English Language, History of Fine Arts, China decoration, Technology of Ceramics 

Employment History
20 April 2009 – present, Pearl Linguistics Ltd., London                                                                                   Full Time position – Translation Project Manager

Co-ordinating and overseeing all stages of projects -  which include receipt of request from clients, estimate of cost and delivery schedule, translator liaison, quality and proofreading checks, delivery of translation to clients
28 January 2008 – 16 March 2009, LOMER Translations & Interpreting Limited, London                                                                                                                                          Full time position - Account Executive                                                                                                         
Responsibilities in this role included:

· Co-ordinating and overseeing all stages of projects which included receipt of requests from clients, price and delivery schedule quotation, translator liaison, document correction, despatch of translation to clients, invoicing the clients, updating outstanding schedules. Ensuring that the quality of projects is met. 
· Management of timesheets and expenses, debt-collection
· Successfuly resolving issues concerning short notice cancellations, late payment or complaints
· Responsible for taking orders and bookings from clients, including courts, solicitors (via emails, phone and fax), contacting adequately qualified and experienced translators and interpreters while considering the requirements specified by clients
June 2006 – March 2009, Lomer Translations & Interpreting Ltd., London                                               Freelance interpreter and translator                                                                                                  
· Legal translation 

· Business translation and personal documentation translation 

· Rental agreement contracts and sale contracts 
External cooperation with clients from all around the world:

Premier Translation                                                                                                                                                    Conder                                                                                                                                                         Appointments Bi-Language                                                                                                                                                 Pearl Linguistics                                                                                                                                                       Corporate Translation Service                                                                                                                                  President Translation Service Group International                                                                                                     Gamedesire.com

Interests
Drawing, languages, travelling, photography, art, currently studying Public Relations as I am interested in maintaining good relationship with customers 
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