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Eliezer Munyi
Email: eliezermunyi79@gmail.com | Phone: +254759050322, +254106882761
Skype: live:.cid.c34c825a0bf1d3f2 | LinkedIn: linkedin.com/in/eliezer-munyi

Professional Summary

Dedicated freelance translator, transcriptionist,interpreter and virtual assistant
specializing in English, Swahili and Kikuyu languages with over four years of
professional experience.
Skilled in translation, transcription, content creation, and administrative support.
Proficient in managing tasks efficiently, maintaining strong attention to detail, and
delivering results on time. Adept at using industry-standard tools and fostering strong
client relationships.

Key Skills

Interpretation
Experienced Swahili to English and English to Swahili interpreter, specializing in
simultaneous and consecutive interpretation, among other types.
Strong ability to adapt to various interpreting environments, including conferences,
meetings, legal, and medical settings.
Excellent listening, speaking, and comprehension skills in both languages, ensuring
accuracy and clarity in interpretation.




Translation & Localization:
Expertise in English to Swahili and Kikuyu translation for legal, technical, and
general documents.




Transcription:
Skilled in transcribing Swahili and Kikuyu audio with exceptional accuracy
and cultural sensitivity.




Proofreading & Editing:
Proficient inMTPE (Machine Translation Post-Editing) and manual quality
checks to ensure top-notch quality.




Virtual Assistance:
Offering travel booking management, event planning, email and calendar
management, digital marketing, content creation, customer service, and other
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administrative tasks.




Tools:
Familiar with SDLTrados Studio, MemoQ, transcription software such as
Express Scribe, and productivity tools like Microsoft Office and Google
Workspace.




Soft Skills:
Strong communication, organizational skills, attention to detail, and problem-
solving abilities.



Professional Experience

Freelance Translator, Transcriptionist, and Virtual Assistant

Various Clients | June 2023 – Present

 Provided accurate translation, transcription, and proofreading services for diverse projects.
 Supported clientswith administrative tasks, including scheduling, email management, and

content creation.
 Delivered high-quality results whilemaintaining deadlines and cultural accuracy.

Virtual Assistant

Self-Employed | January 2023 – Present

 Managed travel bookings, events, and client communications efficiently.
 Developed and executed digital marketing strategies to increase online visibility for small

businesses.
 Created engaging content for social media and email campaigns, boosting client engagement

rates.

Translation Volunteer

TranslatorsWithout Borders (TWB) | June 2023 – Present

 Translated educational and healthmaterials to improve accessibility for Swahili-speaking
communities.

Translator, Proofreader, and Localizer

EA Translator | January 2022 –May 2023

 Delivered high-quality translations and localization projects in collaborationwith senior
translators.
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 Implemented efficient tools to enhance accuracy and streamline project workflows.

Freelance Projects

 OneWater: January 2024 – Present
 Lexcode: June 2024 – July 2024

Education

 High School Education | 2021
Excelled in English and Swahili, demonstrating advanced linguistic and analytical skills.

 Basic IT Training | 2022
Proficient in computer applications and translation tools.

Certifications & Professional Development

 ProZ Introduction to Translation and Localization (In Progress)
 SDL Trados Studio Basics (Planned for 2024)

Volunteer Work

 Assisted TranslatorsWithout Borders in translating over 10,000 words for humanitarian
purposes.

References

Available upon request.
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