	Personal information
	

	Surname / First name 
	Smith Ekaterina 

	Address
	7 Northgate
Chichester

West Sussex

PO19 1BA

	Telephone
	  01243 784878
	Mobile
	07942 681597

	E-mail
	katya_smith2003@yahoo.co.uk

	
	

	Nationality
	Russian

	
	

	Date of birth
	13/01/1980

	
	

	Gender
	Female 

	Work experience
	

	
	

	Dates
	Current

	Occupation or position held
	Freelance interpreter / translator

	Main activities and responsibilities
	Assignments to date included: interviews in immigration removals centre, solicitor’s office, pre-sentence report, interview with the Russian footballer Andrei Arshavin published in the Daily Mail; various hospital appointments (including mental health units); appointments at a CAB and with social workers, including a fostering agency; prison interviews; Russian bilingual assistant at a school; housing department interviews (including home visits); 2-day technical audit of Honda; translation of  court judgements, various medical certificates, press-releases, criminal case files (fraud), marriage and birth certificates, powers of attorney, certificates of land ownership, sale and purchase agreements, housing programmes, general business correspondence, council correspondence (including assessments by social services), book reviews, financial documentation, oil industry guidance manual on taxation and financial issues. Currently participating in a medical research project for the Russian community in Israel. Recently completed translation of a film script (90 000 words).

	
	

	Dates
	May 2009 – December 2009

	Occupation or position held
	PA / Translator

	Name of Employer
	SLP Engineering 

	Type of business
	Oil and Gas

	Main activities and responsibilities
	Providing the bulk of day-to-day translation and interpretation services for a busy Director, including general and industry specific daily correspondence, board reports, memoranda etc. The job required a very quick turnaround and excellent quality of the target language text. PA and secretarial duties.

	
	

	Dates
	12/01/2007 → 07/2009

	Occupation or position held
	Hourly Paid Lecturer

	Main activities and responsibilities
	Preparing a group of Russian students for DPSI exam, English Law option. 

	Name of employer
	College of North West London

	Type of business or sector
	Education

	
	

	Dates
	01/07/2003 → 25/06/2007

	Occupation or position held
	PA / Translator

	Main activities and responsibilities
	Translation/Interpreting from Russian-English and English-Russian (general business and financial correspondence, contracts, shipping documentation; interpreting for visitors as required); PA and administration duties included extensive diary management for DGM and GM, organising tickets and visas for a busy team of technical managers and chief engineers, minute taking, organising souvenirs and schedules for ship delivery ceremonies in Korea and Croatia, company travel cost management; compilation of various spreadsheets, filing and archiving, maintaining stationery stocks, liaising with Russian head office  and clients personally and over the telephone etc. 

	Name of employer
	Novoship UK Ltd

	Type of business or sector
	Shipping

	
	

	Dates
	01/10/2001 - 01/05/2003 

	Occupation or position held
	Team Secretary/Translator for Commercial department

	Main activities and responsibilities
	Compilation, translation and proof-reading of various financial documents, contracts and protocols from Russian-English and English-Russian, including financial statements, Protocols of delivery and acceptance, commercial invoices. General interpreting and proof-reading. Administration duties included supporting a busy team of auditors and managers, organising travel and visas, maintaining stationery stocks, filing and archiving, arranging internal and external meetings, liaising with company clients personally and over the telephone.

	Name of employer
	KPMG Moscow

	Type of business or sector
	Professional Services

	
	

	Dates
	01/10/1998 - 01/10/2003 

	Occupation or position held
	Freelance Translator/Interpreter

	Main activities and responsibilities
	Assignments included translating educational films for children from English-Russian; translation and voiceover work for Danish Embassy as part of European Cinema Festival Moscow (2000); financial agreements for LUKoil; interpreting for visitors to Moscow and guest speakers at Moscow State Linguistic University; as well as various other agency work.

	Type of business or sector
	Translation and Interpreting

	
	

	
	

	Education and training
	

	
	

	Dates
	01/09/2005 - 01/07/2006 

	Title of qualification awarded
	Diploma

	Principal subjects / occupational skills covered
	Public Service Interpreting - English Law

	Name and type of organisation providing education and training
	College of North West London

Kilburn Centre

Priory Park Road

Kilburn

London

NW6 7UJ

	
	

	Dates
	01/09/1996 - 01/07/2001 

	Title of qualification awarded
	Degree

	Principal subjects / occupational skills covered
	Translating and Interpreting (Russian-English-Russian; Russian –Danish-Russian)

	Name and type of organisation providing education and training
	Moscow State Linguistic University

	
	

	Other skills and competences
	

	
	

	
	Shorthand (English) 70 wpm

	
	

	
	


