Paulo Alexandre Padinha

9310 Eagle Creek Ln.

Houston, TX 77036

832-868-6790
paulo.padinha@hotmail.com
Office Skills
Filing, Proficient in Microsoft Word, Excel, Outlook, Power Point, 60 wpm, Standard Office Procedure, Faxing, Copying, Appointment Scheduling, Telephone Etiquette.

Other Skills
Portuguese (Native), English (Fluent), Spanish (Fluent), Internet, Photoshop, Avid, Fact plus, Siebel, CPM Management, Navision.
Education

Damiao de Goes School
Lisbon, Portugal

Economics
1998 – 2001
Damiao de Goes School
Lisbon, Portugal

Human Sciences

2001 – 2002

University of Minho

Braga, Portugal

French and Portuguese Literature

2002-2003

University of Minho
Braga, Portugal

Foreign Applied Languages, English and Spanish

2003-2006

Work History
Pinto & Mira Inc.

Lisbon, Portugal

06/2006 - 06/2008

Assistant Manager
· Responsible for typing all company correspondence

· Created company’s logo     

· Managed a payroll of 12 employees       

· Develop marketing strategy
· Maintained office documents and responsible for business communications
· Inputting data, errands, scheduling appointments
A Lua do Saber

Braga, Portugal

09/2008 - 05/2009

English Teacher
· Developed lesson plans based on themes that include relevant topics                                   

· Fostered classroom environment to increase students' participation & involvement
· Schedule lessons according to student needs

· Perform filing, data management of student charts
Optimus Telecom

Braga, Portugal

11/2008 - 08/2009

Computer and Internet Assistant, Internet Contracts
· Assist clientele as they enter

· Perform filing, data management, drafting and memos

· Assist with all other office administrative duties

· Achieved the sales target for 3 consecutive quarters

Ensitel Communications

Lisbon, Portugal

09/2009 - 05/2010

Assistant Manager, Customer Service, Internet Contracts

· Assist clientele as they enter

· Perform filing, data management, drafting and memos

· Assist with all other office administrative duties

· Assuring office is neat, and stocked with necessary tools for functionality

· Inputting data, errands, scheduling appointments
Reference
Available upon request

Freelance Translation 
Houston, TX
06/2010- Current
Translator, Writer, Editor

· Translation/Editing of all type of documents from source language to target language 

· Research about specific technical matters and subjects to provide reliable high-quality service

· Documents translated for L.E.Jones International, Axxia Technical & Legal Translations on a regular basis
· Legal, Engineering, IT, Marketing, Art, Automotive, Aviation, Computer Games and Gambling, Electronic Games, Games of Chance, Culinary Arts, Data Communications, Data Processing, Desktop Publishing (DTP), Education, Film and Cinema Studies, Geography, History, Journalism and Mass Communication, Literature, Music, Political Science, Radio and Television Broadcasting, Sport and Fitness, Telecommunications, Tourism and Travel, Transportation, Visual and Performing Arts
Language combinations
	Source language to target language
Native language with an asterisk
	Proficiency level (1 to 5)

(1 = excellent)

	English  into  Portuguese*
	1

	Portuguese*   into   English
	1

	Spanish into Portuguese*

Portuguese into Spanish

Spanish into English

English into Spanish


	1
1

1

1




Some of my recent jobs
Editing of 8 Portuguese and English enclosed documents for a Grammar Guide consisting of 42000 words.
Translation of a Singer Sticker Album from English to Portuguese consisting of 1300 words.
Proofread of 5 legal documents from Spanish to English consisting of 15000 words.
Translation from Spanish and Portuguese to English of 13 legal documents consisting of 11000 words.
Translation from Portuguese to English of a contract consisting of 3400 words.
Translation from Spanish to Portuguese of a cosmetic brand website consisting of 6000 words.
Translation of an automotive manual from English to Portuguese consisting of 8000 words.
Translation of a legal document for an oil company from Spanish to English consisting of 9000 words.
