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Europass 
Curriculum Vitae 

 
  

Personal information  

First name(s) / Surname(s)  Paula Prudêncio 

Address(es) Alameda do Tejo, 92-r/c dtº  
2890-127 Alcochete  
Portugal 

Telephone(s) (+351) 21-4051523 Mobile: (+351) 96-2420415 
 

 

Nationality Portuguese/American 
 

 

Date of birth 23.09.1969 
  

  

Desired employment / 
Occupational field 

Professional Translator/Interpreter 

  

Work experience  
  

Dates March 2003 to present date 

Occupation or position held Executive Assistant 

Main activities and responsibilities • Provide managerial support to the Director; 

• Coordinate office activities and liaise with all areas to ensure good communication; 

• Initiate, translate, proofread and edit both incoming and outgoing correspondence; 

• Track and monitor on-going projects and initiatives; 

• Coordinate and execute the layout and design of all mailings using in-house software; 

• Translate all documentation and website from Spanish to Portuguese and vice-versa; 

• Responsible for updating and maintaining the Institute’s Web Site and Facebook; 

• Occasionally travel to Instituto Cervantes headquarters in Madrid for meetings/trainings to 
further develop Instituto Cervantes strategies and goals. 

Name and address of employer Instituto Cervantes 
Rua de Sta Marta, 43-rc 
1169-119 Lisbon -P 

Type of business or sector Spanish Language Institute 
  

Dates February 2011 to September 2013 

Occupation or position held Technical Translator 

Main activities and responsibilities Translation of EDP´s Financial Magazine ON from Portuguese into English - EDP (Energias de 
Portugal) is among the largest European companies in the energy sector. 

Name and address of employer Peninsula Press (Dependent Press and Communications Agency) 
Rua Correeiros, 120, 4.º Esq.º  
1100-168 Lisbon-P 

Type of business or sector Energy Sector 

 



Page 2/5 - Curriculum vitae of  
Prudêncio, Paula  

For more information on Europass go to http://europass.cedefop.europa.eu 
© European Union, 2004-2010   24082010 

 

  

Dates May 2002-March 2003  

Occupation or position held Translation Teacher 

Main activities and responsibilities Teaching Economic and Legal Translation from English and German into Portuguese. 

Name and address of employer Inepi (Instituto Profissional de Ensino Intensivo) 
Av. Marques Pombal-40-A 
2720 Amadora - P 

Type of business or sector Technical Institute 

  

Dates Dec 2002 – March 2003 

Occupation or position held Freelance Translator and Proof-reader 

Main activities and responsibilities Translation and Proofreading of financial, marketing documentation and websites from English, 
Spanish and German into Portuguese. 

Name and address of employer Linguas.com 
Apartado 6177 
4461-802 Senhora da Hora-P 

Type of business or sector Translation Company 
 

Dates July 2001- May 2002 

Occupation or position held Data Room Manager 

Main activities and responsibilities Responsible for: 

• Coordinating extensively with the MIS Manager to ensure the Data Room Systems were 
functioning properly; 

• Managing Data Room Personnel; 

• QA/QC (Quality Assurance/Quality Control) of the Scanned Documents; 

• Interpreting from Portuguese into English and vice-versa from at Coordination Meetings 
(NAER and Consultants); 

• Translation of Data Room Procedures from Portuguese into English and vice-versa; 

• Presentation of Financial Reports at Coordination Meetings. 

Name and address of employer Parsons Aviation Intl. Group 
Av. Defensores Chaves, 45-4º 
1000-112 Lisbon-P 

Type of business or sector Technical Consulting 
 

Dates October 1999-July 2001 

Occupation or position held Senior Sales Office Assistant 

Main activities and responsibilities • Provided administrative support for President of the Long Island Office; 

• Responsible for preparing financial weekly reports, maintaining internal and external 
correspondence, preparing expense reports; 

• Trained personnel in the use of PC operating systems, software applications and email 
packages. 

Name and address of employer Metropolitan Life Insurance (Metlife) 
1979 Marcus Avenue Suite 234 
Lake Success NY 11042-USA 

Type of business or sector Insurance Company 
 

Dates February 1999-July 2001 

Occupation or position held Free Lance Translator 

Main activities and responsibilities Translating and proofreading English, German and Spanish into Portuguese. Subtitling. 

Name and address of employer Transimage International 
83 Franklin Street 
New York, NY10013 – USA 
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Type of business or sector Preparation of advertising for others; namely, creating business communications and promotional 
materials which are adapted and translated for international markets. 
 

Dates May 1996-November 1997 

Occupation or position held Translator/Interpreter 
 

Main activities and responsibilities • Acted as company interpreter for Hospital matters and Court appearances; 

• In charge of assisting CEO in all administrative matters as well as acting as CEO´s interpreter 
from Portuguese into German and English and vice-versa; 

• Very intensive contact and translation/interpreting with German clients (Banks, Attorneys, 
Real-Estates, etc); 

• Translation of legal documents, general work contracts and property management; 

• Heavy use of technical and legal vocabulary. 

Name and address of employer Engil S.A. 
Brandenburgistraße, 25 
11035 Berlin - D 

Type of business or sector Construction Company 
 

Dates May 1994-May 1996 

Occupation or position held Technical on-site Translator/Interpreter (Berlin, Erfurt, Stuttgart and Munich) 

Main activities and responsibilities • Technical on-site translator/interpreter from German into Portuguese and vice-versa; 

• Translated legal documents from German and English into Portuguese and vice-versa; 

• Processed and assisted Portuguese expatriates with legal matters, medical leaves, and 
hospitalizations while in Germany. 

Name and address of employer Somec S.A. 
Rua Andrade Corvo, 29-3º 
1050-008 Lisboa-P 

Type of business or sector Construction company 

  

Dates April 1993-May 1994 

Occupation or position held Executive Secretary 

Main activities and responsibilities • Assisted CEO in all correspondence and translations and interpreting, in Spanish and English, 
with Madrid (Toys R Us Iberia) and New Jersey headquarters (Toys R Us America); 

•  Administrative support to Senior VP in dealing with the Spanish headquarters in Madrid, both 
oral and written in the implantation of this company in Portugal. 

Name and address of employer Toys R Us Portugal 
Rua João Bastos, 5-1-dtº 
1500 Lisbon - P 

Type of business or sector Toys Industry 

  

Education and training  
  

Dates 2005-2006  

Title of qualification awarded Post Graduation Degree on Image, Protocol and Events Management 

Name and type of organisation 
providing education and training 

ISLA (Instituto Superior de Línguas e Administração) 
Estrada da Correia, 53 
1500-210 Lisbon - P 

Level in national or international 
classification 

Post Graduation 
16 (out of 20) 

  

Dates 1997-1998 

Title of qualification awarded Translation Studies in Economics and Technical Language 
(Translation of Portuguese into English and German and from these two languages into Portuguese). 
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Name and type of organisation 
providing education and training 

ISLA (Instituto Superior de Línguas e Administração) 
Rua do Sacramento à Lapa, 16 
1249-066 Lisbon - P  
 

Level in national or international 
classification 

University Degree 

 

 

Dates 1989-1992 

Title of qualification awarded BA in Translation and Interpreting in English and German; Minor Spanish 

Name and type of organisation 
providing education and training 

ISLA (Instituto Superior de Línguas e Administração) 
Rua do Sacramento à Lapa, 16 
1249-066 Lisbon - P  
 

Level in national or international 
classification 

BA Degree 

  

Dates 1992-1993 

Title of qualification awarded Conference Interpretation Course 

Name and type of organisation 
providing education and training 

FLEP (Formação Língua  e Estudos Portugueses)  
Rua Gonçalves Crespo, nº 36, 3º  
1150-186 Lisboa - P 

Level in national or international 
classification 

Simultaneous and consecutive Interpreter Certification in English, Spanish and German. 
 
 

Dates 1992-1993 

Title of qualification awarded Diploma of Proficiency (D.E.L.E) 
Diploma de Español como Lengua Extranjera (Diploma in Spanish as a Foreign Language). This 
diploma offers the only internationally accredited official titles which confirm a command of the 
Spanish Language and are awarded by the Spanish Ministry for Education, Culture and Sport. 
 

Name and type of organisation 
providing education and training 

Instituto Cervantes 
Rua de Sta Marta, 43-rc 
1169-119 Lisbon -P 

Level in national or international 
classification 

Degree of mastery level of the Spanish language 

  

Personal skills and 
competences 

 

  

Mother tongue(s) Portuguese / English 
  

Other language(s)  

Self-assessment  Understanding Speaking Writing 

European level (*)  Listening Reading Spoken interaction Spoken production  

German  C1 Proficient User C1 Proficient User C1 Proficient User C1 Proficient User C1 Proficient User 

Spanish  C2 Proficient User C2 Proficient User C1 Proficient User C1 Proficient User C1 Proficient User 

 (*) Common European Framework of Reference for Languages 
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Social skills and competences Professionalism - In-depth knowledge of the issues related to Translating and Interpreting. 
Ability to provide managerial support to CEO as required. 
Planning and Organizing - Ability to establish priorities and to coordinate integrated responses to 
complex issues. Ability to establish and maintain productive partnerships with clients. Very well 
organised. 
Communication – Excellent communication (verbal and written) skills, in Portuguese, English, 
German and Spanish including the ability to draft reports and other forms of correspondence, as well 
as to conduct presentations, articulate options, make and defend recommendations. 
Teamwork – Ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for 
diversity. Ability to establish and maintain effective working relations both as a team member as well 
as a team leader.  
 

  

Organisational skills and 
competences 

World Youth Festival (1998) 
Univa 
Lisbon, Portugal 
Interpreted and translated English, German and Spanish into Portuguese for the Portuguese 
Government. Responsible for the Interpreters´ Committee.  
Organized and led the Portuguese Group. 

  

Computer skills and competences Proficient with most Microsoft Office programmes. Knowledge of translation tools such as Trados and 
SDLX. 
Certification in Back-Office and Website Management (Instituto Cervantes – Madrid). 
Facebook Marketing Certificate. 

  

Driving licence Portuguese 
Category B 
L-1455307 
 
New York State Driver License  
391539820 Class D 

  

Additional information Self-motivated, creative professional; able to work independently as well as part of a team.  
 
Extensive travel and working abroad from June to September 1989-1992 including internships in 
Hotels in the south of Germany. 
 
First-hand knowledge of diverse cultural environments: lived, studied and worked in the U.S. (U.S. 
Citizen), Portugal and Germany. 
 

  

 


