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Profile: 
· Excellent organisational and communication skills, self-motivated and focused 
· Hardworking and flexible with the ability to co-operate with the demands of colleagues

· Ability to work on own initiative and as part of a team
· Experienced in working under pressure in a fast paced environment 
KEY SKILLS AND COMPETENCIES 
· Friendly & approachable, remaining diplomatic at all times

· Ability to listen, anticipate and to accurately take instructions

· Ability to multi-task and to manage competing priorities in a fast paced business environment, while working to high standards of quality and accuracy 

· Fluent in English, Polish, conversational in German 
Employment History
Feb. 2013- present Lionbridge International Old Dunleary Rd, Dun Laoghaire, Co. Dublin

Freelance Interpreter
· Providing consecutive interpretation of oral communication from English to Polish and Polish to English, 
· Rendering correct concepts/meanings between source and target languages conveying clarity of the message, tone, and style 
· Providing interpretations for various Courts, Garda Stations and Hospitals in Dublin 
· Appearing at  Court hearings and trials to assist Polish migrants to deliver their testimonies by interpreting their verbal statements for the Courts 
Jan. 2008-Jan. 2010Murray Flynn Maguire Solicitors, 4 Pembroke Road, Dublin 4 
Secretary/Account Assistant 
· Management of Accounts system, Keyhouse,  maintaining efficient filing systems both manually and electronically 
· Arranging lodgments, managing petty cash,  writing cheques  ordering bank draft and loan cheques on behalf of clients 
· Maintaining a busy diary for Solicitors of the firm and organising meetings between Solicitors and Clients 

· Translating legal documents for Polish and Slovak clients ,and arranging the swearing of legal documents 
· Liaising with clients on arrival to the office

Nov. 2005-Dec.2007 Lynfar Ltd. Kylemore Park North Dublin 10

Assistant in Buying Departments 
· Meeting existing suppliers and negotiating Terms of Contract, maintaining good relationships with existing suppliers 
· Sourcing new suppliers for future products

· Working closely with building site Managers with regard to planning and analyzing future product supplies  
· Liaising with other departments and suppliers within the organization  to ensure products are delivered on time, in the correct quantity and quality 

· Arranging interviews with candidates for internal positions  

Nov. 2004 –Nov. 2005, Coffee Co.  Wicklow Street Dublin 2

Supervisor 

· Ensuring that there are sufficient supplies needed to maintain the daily menu
· Preparing  and cooking whatever is necessary to maintain the daily menu 

· Supervising other café staff in their work in order to provide a friendly and efficient service to customers
· Preparing a weekly staff roster, and providing training and assistance for newly recruited staff 

· Calculating daily turnover

· Ensuring the café building, equipment and furnishings are properly maintained and notifying the café manager of any damages  

· Ensuring that basic cleaning duties are carried out and suggesting a list of what needs to be cleaned

May 2002-Oct.2004 Polish Telecommunication 
Customer Advisor 
· Explaining products, services, prices and answering questions from customers

· Assisting and advising customers in the event of any technical difficulties with products  
· Presenting, offering and selling new products 
· Contacting customers to arrange appointments on behalf of the sales advisor 
Education:
· Sept 2011- May 2014, Dublin Institute of Technology, 
        BA (Hons) International Business and Languages (English, German). 

· Sept. 2010 –May 2011, Pearse College for Further Education, Dublin 

Business Management (FETAC level six) 
Course Content: PowerPoint – Professional Presentation, Train of the Trainer, Advance of Excel, International Marketing, Managing People, History of Management, Entrepreneurial Studies.

· Nov. 2009- May 2010, European Institute of Communication, 32 Herbert Street Dublin 2, 
Diploma in PR, Advertisement and Marketing.
· 2007-2009 Pitman Training Centre, Clondalkin, Dublin 22

Qualification: Legal Secretary Diploma

Course Content: Introduction to Law, Family Law, Litigation 

Computer Subjects: Microsoft Office, Excel, Power Point, Outlook and Word Processing.
Interests and Achievements: 

Sports: 

I enjoy sporting activities such as tennis, volleyball and ice skating. I have also taken part in swimming competitions.

Reading:

I have an interest in current affairs not only with regard to my own country, but also worldwide

Cooking:
I am an excellent cook, taking great interest in foreign cuisine especially Japanese and Italian. 

