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Work Experience
Freenlance translator, September, 2011- current

· Providing companies with freelance translation and editing services in the fields of:

· Localization of software and websites

· Finance and banking
· Medical translation 
· Energy and the natural gas market
· Academic articles
CAT tools: SDL Trados Studio, MemoQ, Memsource, WordBee
Technical Writing intern at Precise Software Ltd., May – September, 2011 – Internship
· Working with the company's technical writing team.  

· Attending R&D meetings.
· Preparing timetables for tasks. 
Translator and Administrative Assistant at Frutarom Industries Ltd., 2010 – 2011
· Translating annual, periodic and financial reports. 
· Translating presentations, meeting protocols and visit summaries.  

· Helping in content writing for the company's website.

· Providing administrative support to the CEO.  
HR/Administration Manager at E.T.B Computer Support Ltd., 2010
· Managing HR issues including hiring, contracts and employees' benefits together with the company's head office in Amsterdam.  
· Managing general office administration including suppliers, petty cash and payments. 
· Writing Content for the company's website. 

PA to bankers at Lehman Brothers/Barclays Capital, 2008 - 2009 

· Responsible for scheduling and calendar management. 
· Responsible for travel arrangements.  

· Translating economic and financial documents. 
          PA to the CEO at BG Group, 2002-2008

· Working directly with the CEO, including travel arrangements, correspondence and presentations, PR strategy meetings in Israel and the UK.  
· Working with a multi-cultural team as well as government ministries, embassies and leading Israeli companies to coordinate PR, media and lobbying activities.  

· Representing the company in energy exhibitions including arrangement of a display booth, writing, translating and producing brochures.

· Translating articles and business documents relating to the the energy industry including technical and legal documents. 

· Conducting research for the implementation of community wellness projects including meetings with NGO`s such as UNDP, USAID, CARE etc.  

Customer Services Coordinator at Xacct Technologies, 2000-2002

· Providing services to customers in Europe and Japan. 

· Processing orders, software licenses and maintaining the company's website.

· Producing weekly e-newsletters for customers including updates and tips.

Program Secretary at Sackler School of Medicine, Tel Aviv University, 1998-2000

·      Working directly with the program’s Dean including calendar management and  correspondence.

·      Working with US students and providing support on all aspects of studying and living in Israel. 
Education   


College of Management  Diploma in Business Translation                2000-2002

Tel Aviv University        BA in English Literature and Humanities      1993-1997

Courses & workshops:
       

2007   Senior PA course in the Israel Management Center 

2006   Media training and Influencing workshop in the UK 
2005   MarCom course at In Other Words College for Technical Writing
2011   Technical Writing course at OnTarget Communication 


Military service:    Reserve Coordinator in an armored corps battalion


Computer skills:    Microsoft Office, CAT tools (translation memory software)

Language fluency: Hebrew –Mother tounge


       English – Mother tounge level 






