          CURRICULUM VITAE
 PERSONAL DETAILS:

Name and Surname: Jana Laurova                                                              
DOB: 27/10/1982

Address: 48 Middleton Street, Derby
Phone number: 07428419355

Email: jankalaurova@rocketmail.com

Family Status: divorced, one child

Driving License: Full EU

 PERSONAL PROFILE:

Flexible, reliable, punctual, impartial, motivated and organized person, always working on 100%. 
I am used to work on very short notice, under the pressure. Experience working on my own initiative as well as a part of team. 

I am willing to undertake any training related to a work, and I am a very good and quick learner.

I am currently studying Diploma in Public Services Interpreting in Law, which enabling me to gain general and expanded view within public services for the community e.g : NHS, courts, police, and immigration services.
 EDUCATION AND TRAININGS:

2012 – Currently student of DPSI LAW at Language Academy, Mango Spice, Nottingham
2009-2010 Derby College, L1 Award in Office Procedures

2009-2010 Derby College, L1 Certificate in English for Office Skills

2009-2010 Derby College: L1 Numeracy

2009-2009 AM Training Solution: NVQ 2 in Health and Social Care

2005-2006 Derby College, Nursing Course - preparing for NVQ level2

2005-2006 Landaue Forte College, Broxtowe College - Italian Language, L 1

2004-2005 Derby College: L1, L2 ESOL l Certificate in Adult Literacy, Speaking and listening, Writing, Reading
2004-2006 Optimum IT course: Certificate of Unit Credit Towards, L1 Certificate for IT users, OCR Diploma – L2 Certificate in Text Processing, Intermediate
2002-2003 University of Derby: 1.Cambridge Certificate in English FCE

2002-2002 Multicultural Centre, Normanton - IT skills

1997-2001 Secondary school of agriculture: Biological and ecologist – excellent, Slovakian language and literature – excellent, Practical part experts’ objects – laudable, Theory part experts’ objects - excellent
1989-1997 Primary Art and Piano school 
WORK EXPERIENCE:

2012 – present     TELEPHONE INTERPRETER : The Big Word,Derby

· Interpreting for DWP, HMRC,NHS, NATIONAL POLICE, REFUGEE CENTRES, SALVATION ARMY, 

· Offering professional interpreting services for the clients, interpreting Slovak and Czech Language
2011 – still                     FREELANCE TRANSLATOR  - SLOVAK AND CZECH
 As a Slovak native I provide quality and professional services in interpreting and translating from (English to Slovak, Slovak to English, English to Czech, Czech to English ) I translate music and entertainment website contents, documents, books and academic papers. I have years of experience working as a freelance translator in nutrition &health articles, business and educational materials, medical records.

2011 - 2012              SLOVAK  AND CZECH  INTERPRETER : Pearl Linguistic, Derby
· Working for NHS and various medical services : Royal Derby Hospital, DRI hospital, Medical Centers, Mental Health Units, GP practices
· Home visits with Social Services, School Nurses, Physiotherapists, Psychologists, GPs, District Nurses, Public Services
· Translation of medical paperwork, leaflets, DVDs

· Non paid work on the reception of Medical Practice for non speaking English patients; (booking  appointments, dealing with the queries, telephone interpreting, registering patients, consultations with GPs or Nurses as an interpreter)

· Interpreting into Slovak, Czech, occasionally Polish language and vice versa

2010 – 2011                   Recruitment Consultant : Apollo Recruitment, Derby
· responsible for identifying and approaching suitable candidates and matching them to temporary positions jobs with client companies

· working with client companies (The United Biscuit, S&A, Flower World, Ellison metal Production,), building relationships in order to gain a better understanding of their recruitment needs and requirements.(managing the existing needs of the clients ), developing a good understanding of client companies, their industry, what they do and their work culture and environment, on site visits

Sales: 

· using sales, business development, marketing techniques and networking in order to attract business from client companies;
Dealing with public: 

· interviewing right candidates, background checks as requested by the client;

· receiving and reviewing applications, managing interviews and short-listing candidates;

· requesting references and checking the suitability of applicants before submitting their details to the employer;

· briefing the candidate about the responsibilities, salary and benefits of the job in question;

· preparing CV’s and correspondence to forward to clients in respect of suitable applicants;

· negotiating pay and salary rates and finalizing arrangements between client and candidates;

· reviewing recruitment policies to ensure effectiveness of selection techniques and recruitment programmers.

·  arranging transport for temps, signing temps in, dealing with queries

Administration role:

· booking and making appointments, dealing with people on face to face daily basis, attendance record, filing, and clerical duties. typing various correspondences on word processing programs, faxing documents to other business and clients, creating spreadsheets and databases, entering data, answering the phones and taking messages
· dealing with the payroll, preparing holidays agenda in advance 


2009 - 2010:                       INTERPRETER- AA Global, Birmingham 

· Working Royal and Community hospital, converting spoken statements from one language to another.( Slovakian, Czech, Polish language into English and vice verse).

· Listening and understanding, memorizing content, reproducing statements, questions and speeches in a different language.

· Interpreting for non English speaking patients during their medical assignments  in various departments: Antenatal, Maternity, Physiology, Physiotherapy, Newborn audiology, Adults Audiology, Children Hospital, Endoscopy, Amputee, I.C.U, Endoscopy, Mental health units
2009 – 2009:              HCA IN THE COMMUNITY: Derby Care Services
Responsible for assisting service users (elderly people, people with learning disabilities) to remain in their own homes by providing the support of all aspects and care needed to help them achieve maximum independence with daily living, encouraging service users to regain their confidence promoting their self-respect and dignity.

2006 – 2009:                 RECRUITMENT CONSULTANT (in the EU):

I have established a family business - recruitment agency Agentura Laura in the EU in 2007. Cooperation with international clients in Netherlands, Greece, UK, Germany, Slovakia, and Czech Republic had secured a legal employment and housing for many potential candidates.
 Job description:

· business development and daily dealing with the clients

·  registering, interviewing and arranging jobs interviews, finding appropriate candidates 
·  clerical duties and using office system

·  financial matters and accountancy

·  dealing with multimedia and advertising, web page

2004 - 2006                            HCA Derby City Council:   
· General and personal care of the elderly and of people with learning disabilities

· Escorting elderly to and from their properties to Whitaker Day Center (Translinc)

· Social care and practical duties, activity task, daily report writing

SKILLS:

IT Skills
Journalism course
Languages: Slovakian: mothers language, 
       English: written and spoken – very good, 
       Czech: written and spoken – good
TRAININGS:
NVQ2 in Health and Social Care


Foundation Certificate in Food and Hygiene

Moving & Handling Foundation Course (Modules 1-3)

1 Day Appointed Persons First Aid Course

Understanding People with Dementia

Induction in Social Care

Working Safely 

