Emilia Karczmarczyk

Certified English-Polish Translator 

Tel: 0779 15 28 302
emilia_karczmarczyk@yahoo.co.uk
------------------------------------------------------------------------
Excellent time management and analytical skills. Creativity and experience in planning and organising task load. Goal oriented and good problem-solving abilities. High personal integrity, able to relate, influence and develop trust at all levels.
------------------------------------------------------------------------
EDUCATION

Jan 2009 - Jan 2009 
Diploma in Translation Exam Chartered Institute of Linguist
Description: passed English - Polish translation exam and acquired internationally recognised professional qualification Diploma in Translation IoLET (National Accreditation Number 100/2913/8); Specialities: Technology, Social Science

Jan 2009 - Jan 2009 
Diploma in Translation Course University of Westminster

Description: completed translation course training working translators and students for the Chartered Institute of Linguists’ Diploma in Translation Exam
Sep 2007 - Dec 2007 
Certificate in Personnel Policies Polish Virtual University and 
Description: completed distance learning course in Human Resource Management covering the following subjects: Introduction to HRM Theory, Personnel Management Methods, Motivation Systems, HRM in International Companies, Recruitment Processes, Personnel Outsourcing
Oct 1999 - Jun 2005 
Master's Degree University of Warsaw

Description: graduated from the University of Warsaw - one of the top Polish universities (Faculty: English Philology); produced a high quality dissertation on comparison of two English pronouncing dictionaries
WORK EXPERIENCE

Aug 2005 – Jan 2011 
Freelance Certified Translator English <-> Polish
· translating for companies, agencies and individual clients

· editing and proofreading documents in Polish and English
· developing professional qualifications
· online marketing 

· keeping financial records
Aug 2005 – Nov 2009 
Secretary / Office Administrator Kuwait Health Office, London
· serving customers

· dealing with telephone and e-mail enquiries

· booking doctor and hospital appointments 
· liaising with medical staff 
· writing letters and proofreading legal correspondence

· arranging meetings and taking minutes
· general office duties: typing, filing and retrieving documents, scanning, copying, handling incoming mail
Oct 2003 - Jun 2005 
English Lecturer Language School “Konwersatorium", PL

· teaching English to adults and secondary school students

· developing teaching aids 

· preparing syllabi

· organising final exams 
Sep 2002 - Jun 2003 
English Teacher Public High School in Kolno, PL 

· teaching English to secondary school students 

· maintaining relevant records and registers

· organising activities for students

LANGUAGES
· Polish native
· English fluent

· German basic

· Russian basic

OTHER SKILLS
· MS Office (Word, Excel, PowerPoint, Outlook)
· very good typing speed

· great attention to detail
· ability to prioritize 
· logical attitude and problem solving skills

· ability to work under pressure
REFERENCES
Available upon request

