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Suraya Bachtiar


Personal Data

Name




:  Suraya Bachtiar, S.Sos

Sex




:  Female

Date of Birth



:  June, 9, 1972

Marital Status



:  Single

Level of Qualification


:  Bachelor Degree

University



:  Jayabaya, Jakarta

Nationality



:  Indonesia

Height




:  166 cm

Weight




:  52 kg

========================================================== 

Objective
Fulltime Freelancer  for English Copy Writer
Profile

A highly talented Translator with huge experience in translating documents and other materials from Indonesian to English and vice versa; deep track record of reading materials and rewriting them in either English or Indonesia, following established rules pertaining to factors such as word meanings, sentence structure, grammar, punctuation; well recognized  specialized in legal document, technical and operating procedure of project implementation, building construction, power plant and industrial plant project, IT software, contracts and agreement, business, finance vise versa from English to Indonesia and Indonesia to English.

A highly talented Interpreter with huge experience in language interpretation, providing an essential service, giving assistance to non-English speaking parties; deep background in performing a wide variety of language interpretation activities for the parties; Sound knowledge of the general subject of the speeches that are to be interpreted; General erudition and intimate familiarity with both cultures; Extensive vocabulary in both languages; Profound ability to express thoughts clearly and concisely on both languages; Excellent note-taking technique for consecutive interpreting. 
Profile

Undertaking translation project from various technical implementation design, operation, installation, monitoring and other procedure HSE (health and security and environment) and perform other work accomplishment and target goal of project translation which monitored and advised on project schedule successfully synchronize work task among contractors.
Performing project translation work task of form assignment agreement for material, equipment and service agreement  between contractor and supplier which this agreement hereafter referred to agreement for engineering, procurement and construction of facility.

Summary  Qualification
· More than 14 years of Translating and Interpreting vise versa English and Indonesia

· Superb command of idiomatic Indonesian and English language and grammar. 

· General erudition and intimate familiarity with both cultures. 

· Extensive knowledge of vocabulary in both languages. 

· Extremely high level of fluency in English and Bahasa
· Ability to edit and review both languages. 

· Sound ability to translate legal documents. 

· Remarkable interpreting skills. 

· Proven ability to translate complicated texts such as legal document, contract, agreement and technical operating procedure and project execution, mining construction, mining IT Software, power plant and other official document.
· Excellent team working abilities together with an innate diplomacy.
Skills  (Translation Field/Area/Documentation
	Business : High Quality              

· Trade & Business management

· Logistic & warehousing

· Bill of lading

· Marketing & Market Research

· Deals & Contracts

· Memorandum & Agreements

· Business proposal, business plans

· Banking, forex, index

· Stock exchange


	Finance: High Quality

windows programs

· Banking & investment

· Terms and Conditions

· Financial Record and Statement

· Supporting Financial Document

Software and technical : High quality

· Database : SQL, MySQL, Access

· User

· IT

· OOP

Technical 

· Standard operating procedure and technical implementation

· Power plant and construction

	Law; Good Quality

· Commercial and International Arbitration

· Local order

· Constituent document

· Power of Attorney

· Copyright law

· Notarized and Legalized Document

Politics: High Quality

· Newspaper  article on hot issue

· International issue



Other Skills
· Computer literate : Office Windows programs (word, excel, power point, access (database access), outlook)
· IT Skill ; Access and  SQL database, SQL Server Query, VB Net 6.0, administering, logical programming. Project oriented programming design with UML
· Excellent communication skill at all levels

· Excellent presentation skills

· Confident to communicate with all levels
Professional Experience

WLC (World Language Centre) The British Institute Ownership 2013-present
Translator/English Teacher
· Perform translation work task of Power plant project implementation 

· Undertake translation work task of technical implementation and standard operating procedure and monitoring

· Perform project translation Standard operating procedure of construction project for mobile plant awareness

· Perform translation work task for Bid evaluation system of technical and cost evaluation system 

BSE Translation Service

Translator;

Task and duties;

· Provide interpretation and translation assistance related to the preparation of quarterly reports and other project reports. 

· Handled project assignment between contractors translation project

· Perform translation of background documents, law documents and the like related to project implementation

· Collaborated closely with third party suppliers in support of foreign language translation services as required
· Perform translation regarding agreement and or bid company project implementation 

· Provided professional translation service for project proposals and official communications within International partnership and International delegate.
Mayestic  Research Support Service LTD,
Translator/ Interpreter and Market Research Consultant.
Professional Profile

Expertise conducting research required to develop strategically sound business plans and used to generate capital with Market Research ability at all phases of design, analysis and communication. Comprehensive analysis and develop client presentations and report to demonstrate successful track record of turning analysis. Each primary and secondary research on your details information and research management on your description are inclusive as part of professional activities on this research consultant 

Task and duties;

· Provide translation and other interpretation related to the International market research project as required by RDA

· Provide translation (including simultaneous translation where necessary) and interpretation support at direct research  sessions, workshops, seminars and conferences 

· Provide an Interpretation/Translation Service in line with conduct market research

· Provided as necessary, scripts and spoken communications for all purposes as requested. (I.e. audio transcripts and voice overs). 

PT. Arc Technology
Translator/Interpreter

Position Summary: Responsible for the accurate creation of translated and English content for a variety of language projects including daily article materials for daily  publication: such as financial market, stock exchange, foreign exchange, economic growth,  Index and other term trading.

· Researched and understood Forex Exchange and stock exchange business terminology used in International/local financial market and devoted to financial market functioning.

· Received daily calendar assignments from the Head Quarter  and accurately completed daily activity logs, and other documentation as required. 
· Translation of a series of agreements on forex broker services
· Performed other language interpretation duties as assigned, such as providing Forex  information  at an information counter to the non-English speaking public in the Asia Region and processed documents related to interpretation. 

· Providing daily translation from English to Indonesia for Forex and stock market news analisys of daily trading and economic growth

PT. Dinastindo International    (20200

200

Translator

Position Summary: Responsible for  the accurate  translated and localized Indonesian content for a  language project publications company. 

· Provide language/linguistic skills to convert highly reading book from English to Indonesian with translations that are accurate and reflect the style and manner of expression of native Indonesian-speaking people. 

· Translate and localize indonesia creative copy to retain the essence of the intended messaging.
· Responsible for following and implementing the company's quality assurance policies and procedures

PLC (International language and  translation centre)
2003-present

Jakarta

Freelance Translator





Task and duties

· Translate for legal document and other material relate to the business document

· Translate certificate to convert to English for international certificate for immigrant

· Translate relate to a permitt for foreigner who work in Australia, Canada, USA etc.

· Performed to translate from Indonesia into English for governmental document.

· Translate for some documents relate to legal and business into indonesia language of our government regulation who intends to establish the business in Indonesia

PT. Kazha Logistik : (Freight Forwarding Company) 2006-2008 
Translator/Interpreter




Task and Duties:

· Interpreted from English into Indonesia and vice versa using simultaneous and consecutive  to the client/buyer/agent regarding the document has been issued, shipment departure or arrival .

· Effective communication with customer/buyer to confirm about the document was being issued

· Effective communication with an agent/customer as a conducting of General Manager assignment.

· Translated technical documents and correspondence materials
· Control over all matters pertaining to correspondence with customer/agent/buyer/shipping line for all sections.

Teaching Experience
PLC (International language and translation centre)

English  and Indonesian Instructor 2003-at present
 

· Instruct the adult  student/client to speak English and explain with match method of teaching to comprehend the student about English Grammar, structure and to put a word by word into phrase 

· Instruct the adult student/client to practice talking and speaking and increasing motivate student to speak with confident ( English conversation and English business conversation)

· Teachin English for special purpose; (TOEFL, TOEIC, IELT)

· Wrote and Taught dynamic lesson plans

· Organize Cooperative learning activities

· Taugh English for school student ;  english Grammar and practice writing and speaking 

· Conduct teaching for English business conversation and international communication for corporate training
· Teaching Indonesian to some foreigners who works in Indonesia (Australia, Korea, Japan, Singapore).

	University of International Batam


Lecturer       





2010

Batam

Task and Duties:

· TOEIC preparation class for student

· Conduct teaching English grammar from beginner-intermediate level

	Kawitta Education Centre


English Trainer and Translator


2010 

Batam

· IELT preparation class for student who wants to study abroad

· In house training for corporate training

· Translation

· Handle for English conversation class

	The New School of English of Cambridge UK Batam representative


English Trainer




2010


Batam

Tasks and duties:

· Conduct English teaching for English Training conversation for corporate
            Batam

· Tutored student for executive need comprehensive English efficiently

· TOEFL preparation class

· Handles some classes for kid and Teen Class

· Handle morning  and evening  English Conversation class

· In house Training for company English Training     

Employment History

BSE  . – Jakarta, Indonesia
Translator, 2011- Present

MAyestic Research support service, ltd –  Jakarta Office
Translator & Interpreter-2011 present
PT. Arc Technology-Jakarta Office- Indonesia –tRANSLATOR/Interpreter-DECEMBER 2010-OCTOBER 2011-Jakarta Office

pT. DINASTINDO INTERNATIONAL-TRANSLATOR-2004-2006

PT. KAZHA LOGISTIC-TRANSLATOR & INTERPRETER 2006-2008

THE NEW SCHOOL OF ENGLISH CAMBRIDGE UK-English Teacher 2010, Batam          Representative-Indonesia

KAWITTA EDUCATION-English Teacher  and Translator 2010, Batam-Indonesia

PLC (Prompt Language Centre-English Teacher and Translator 2003-2012, Jakarta Indonesia
Education

UNIVERSITY OF JAYABAYA, POLITICAL AND SOCIAL SCIENCE, MAJOR INTERNATIONAL RELATIONS, 1996 JAKARTA
COMPUTER COURSE; 1998
ENGLISH COURSE-INTERMEDIATE LEVEL  1989-1991

TEACHER TRAINING PLC 2003

PROGAMMING COURSE 2012
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