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CAREER PROFILE 
I am a professional linguist and translator with a Bachelors of Arts in Linguistics 
(Swahili) for Moi University and Masters of Arts in translation from The University of Nairobi. Since 2014, I have translated documents across various disciplines. I have also worked as a Freelance writer and written numerous articles in diverse niches and topics since 2014. Since 2019, I have worked as a simultaneous and consecutive interpreter for different clients. I ensure that I go to maximum lengths and heights to produce the best results. 
[image: ]
SKILLS 
1. Refined translation and communication skills. 
2. Strong organizational, interpersonal, innovation, public relations and cross-cultural skills. 
3. Excellent user experience of standard software such as Google Docs, MS Word, MS Excel, MS PowerPoint, some graphic applications and other Microsoft Office applications. 
4. Ability to work as an individual and as a team member with excellent teamwork skills. 
5. Self-confidence and ability to make and stick to my decisions. 
6. Understanding of search engine algorithms and tools such as Google Analytics.
7. Technical writing skills. 
8. Creative thinking skills. 
9. Problem solving skills. 
10. Research skills. 
11. Ability to work in a fast-paced environments
12. Writing and copywriting skills
13. Ability to collaborate with people from different races, genders, sexual orientations and education statuses.  
14. Leadership skills. 
15. Ability to work in a simple, easily comprehensible language, depending on the audience’s understanding and exposure status. 
16. Interpersonal skills 
17. Time management skills 
18. Vast knowledge and experience in using and creating content for the web and social media platforms such as Facebook, Twitter and LinkedIn.  
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EXPERIENCE 
April 2023 to Date: 
Position: Lead Swahili Translator
Tongues Translation Service LLC 
Duties: 
· Translating documents from English-Swahili.
· Performing Machine Translation Post editing for AI translated documents.
· Performing Quality assessment for post edited texts.
· Assessing new Swahili translators.
[bookmark: _GoBack]     June 2014 to Date: 
Position: Freelance Writer, Editor, Translator, Transcriptionist, and Interpreter 
Duties: 
· Writing products reviews, buying guides, and general articles across various niches such as finance, e-commerce, entrepreneurship, gaming, and start-up businesses. 
· Writing educational content for children magazines and curriculums.  
· Regulatory writing for various medical websites and clients. 
· Creating content for blogs and NEWS, Sports, and food websites, among others. 
· Inputting content into clients’ content management systems (CMS) such as WordPress. 
· Translation of texts from English to Kiswahili and Kiswahili to English in different subjects such as legal, medical, gaming, educational and general texts. 
· Rewriting complex terms to basic, easily comprehensible language. 
· Translating content for Mobile Apps, IT Consumer Products, Software UI, and Websites.
· Translating/converting videos and audios into text
· Editing.  
· Proof-reading. 
· Précis writing. 
Achievements 
· Had 98% of articles approved with no revisions. 
· Managed to write over 3000 words per day. 
· Translated over 2000 words per day. 
· Edited over 4000 words per day. 
· Kept track of error statistics and worked on my weak points. 
· Learnt keyword research SEO best practices. 
May 2023
Brooke East Africa
Position: Video Subtitling and Time Code Creation
Duties:
· Creating subtitles for a 110-hour long donkey users’ documentary.
· Creating time codes for caption texts.
· Incorporating the subtitles to the video.
      Achievements:
· Learnt how to use subtitling and captioning software.
· Managed to create subtitles for 110 hours of video within 100 days.
January - May 2023: 
RSJ Softech
Position: Transcription Project Manager 
Duties: 
· Handling different linguists working on different languages.
· Training the linguists how to use the transcription and subtitling tools. 
· Ensuring that the tight deadlines are met while maintaining high quality transcription.
· Submitting the transcripts and subtitled videos to the client.
· Handling clients' feedback and complaints and resolving them promptly.
· Keeping a record of the minutes handled by each linguist and submitting them to the finance office. 
Achievements 
· Completed approximately 500 hours of audio and video.
· Trained and mentored 34 linguists on the use of Subtitle Edit and Handbrake (transcription and subtitling tools).

March 2023
Bata Shoe Company
Position: Translator
Duties:
· Translating marketing materials for the TOUGHEES back to school shoes.
· Localising the user instructions into a locally relatable language. 
March-June 2022
The University of Nairobi (Center For Translation and Interpretation)
Position: Translation Project Manager  
Duties: 
· Assigning files for translation to translators
· Ensuring that the tasks are completed in time
· Submitting the translated files to the client
  
Achievements 
· Managed 17 translation students.
· Trained 17 translators on the use of SDL Trados.
· Oversaw the translation of 1,000,000 words in a period of four months.

October 2021: 
Hugh James Law Firm 
Position: Translator  
Duties: 
· Translating legal documents from English to Kiswahili  
  
Achievements 
· Translated the entire 5000-word document within two days 
· Kept track of error statistics and worked on my weak points. 
· Added 334 new equivalents to my SDL Trados translation memory
September-October 2020: 
Human Behaviour Change For Animals
Position: Lead Translator and Project Manager  
Duties: 
· Assigning translation files to translators
· Cross-checking the submitted files from translators to ensure that they are complete.
· Assigning the translated files to editors
· Submitting the final files to the client.
Achievements 
· Managed to handle 12 translators with no hitches
· Submitted the assignment to the client before the set deadline.
· Learnt how to use Trados-Project Management tool.  
· Oversaw the translation of files to 6 local languages (Kikuyu, Kimeru, Kikamba, Kimaasai, Kiswahili, and Dholuo)
March 2020: 
Human Behaviour Change for Animals 
Position: Transcriptionist 
  
Duties: 
· Translating and transcribing spoken Swahili and Kikuyu to written English 
  
Achievements 
· Transcribed 6 hours 34 minutes’ audio within a week 
· Received no revision requests 
 1st March 2019 To 31st May 2019:   
Kenya Network for Dissemination of Agricultural Technology 
Position: Translation and Communications 
Intern 
  
Duties: 
· With in-depth knowledge of the Kiswahili and Kikuyu languages, performing translation of written texts from English (and vice versa) in various training and social settings. 
· Reading given material and researching industry-specific terminology. 
· Converting text and audio recordings from one language to one or more others. 
· Ensuring translated content conveys original meaning, tone, and format (e.g. font and structure). 
· Editing, standardizing, proofreading, revising, and finalizing translated material prepared by other employees and contractors. 
· Following up with internal team members and clients to ensure translation meets their needs. 
· Organizing translated material and finalizing translation according to set standards regarding order, clarity, conciseness, style, and terminology. 
· Preparing project reports and documentation. 
· Advising clients and translation team members about matters of Kiswahili custom, culture, and protocol and how to solve language related problems. 
· Preparing project proposals, training materials, technical reports, online documentation, helping systems for assigned projects, and mobilizing stakeholders’ collaboration meetings.  
· Developing related content for multiple platforms, such as websites, email marketing, product descriptions, videos, blogs, and advertising campaigns.
· Monitoring and analyzing the performance of key performance indicators (KPIs) and contribute in their improvements. 
· Receiving and analysing feedback from our stakeholders.
· Use search engine optimization (SEO) strategies in writing to maximize the online visibility of the organization’s website on the web. 
· Creating content for marketing campaigns. 
  
Achievements 
· Created a 200-term standard audience-based termbase. 
· Translated over 300,000 words within the 3-month period. 
· Provided interpretation services for 26 stakeholders' meetings. 
· Wrote and published 20 social media articles. 
 
  
9th May 2019: 
Hugh James Law Firm Position: On-site Interpreter  
Duties: 
· Simultaneous Interpreting from English to Kiswahili and Kiswahili to English  
Achievements 
· Bridged the gap between the Hugh James lawyers and the audience (Elderly EX freedom fighters)  
· Managed to maintain a smiling audience throughout the session.
September 2015- December 2015 
Kenya Television Service 
Position: Translation and Communication Attaché  
Duties: 
· Sourcing NEWS items from the field and from the internet. 
· Editing of NEWS articles. 
· Translation of NEWS articles from English to Kiswahili and Kiswahili to English. 
· Providing voiceovers for English and Kiswahili NEWS scripts 
Achievements 
· Translated over 200 NEWS items 
· Provided 65 voiceovers 
· Sourced over 50 NEWS items across diverse topics  
March 2014: 
Kenya Network for Dissemination of Agricultural 
Technology 
Position: Field Researcher 
Duties: 
· Advocating for donkey rights and freedoms. 
· Filling in written questionnaires. ● Data entry. 
· Execution of animal rights and freedoms. 
      
Achievements 
· Filled in 304 questionnaires within the 15 days 
· Fed the data entire data into Microsoft Excel spreadsheets within    3 days 
  
April 2013  
Independent Electoral and Boundaries Commission (IEBC) Position: Voter Educator 
 Duties: 
· Mobilizing the general public to register as voters 
  
Achievements 
● Reached over 30,000 people within the 30 days  
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EDUCATION 
September 2017- December 2018 
University of Nairobi 
Centre for translation and interpretation 
	       Masters of Arts in translation         	  
March 2012- December 2015 
Moi University 
Bachelor of Arts in Kiswahili 
Aggregate-second class upper honors           
2007-2010 
Precious Blood Kagwe Girls’ 
Kenya Certificate of secondary education 
Grade B (plain)  
1999-2006 
Kahuho Primary School 
Kenya certificate of primary school 
354 out of 500 mark 
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CERTIFICATIONS 
September 2011 
Computer Society of Kenya certificate 
February 2022 
Medicare Fraud and Abuse Certificate 
February 2022 
Health Insurance Portability and Accountability (HIPPA) 
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REFEREES 
1. Vincent Njeru Magugu 
Translation lecturer 
Moi university main campus 
Email: njeruwamagugu@gmail.com 
P.O. Box 3900Eldoret 
+254729565345 
 
2. Martin Mwiti 
Community Development Officer 
Kenya Network for Dissemination of Agricultural Technology 
Email: kmmwiti@gmail.com 
P.O. Box 213Wang’uru 
+254727058824  
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