JOANNA BARTKOWSKA

157 Nye Bevan Estates

Pedro Street, London E5 0AH

Home number: 02085103682
Mobile Number: (0044) 7886894065

E-mail: askap64@interia.pl
www.proz.com/pro/62912
Personal Statement

I am a self- motivated, reliable and flexible person. I provide consistent high standard of work and ensure that the job is done right first time, every time.


Key Skills

· Computer skills; Word, Excel, Office Professional, Coda

· Internet skills; Internet Explorer, Internet Research skills 

· Typing, photocopying, scanning skills,

· Good work organization; ability to work unsupervised

· Attention to detail, 

· Great communication skills,

· Research skills,

· Film editing with AVID

· English, Italian – expert knowledge (written, spoken)

· Polish - native language

· Ability to work under pressure and to strict deadlines

· Mature and flexible approach to work


Education

 2008          CIMA Qualification course started at BPP
 2008          Rituals and Religions in Prehistory. Course at Oxford University

                     Department of Continuing Education.
 2007          Quorum Training “VAT for Accounts Payable”

 1997-2000 Polonia University in Czestochowa (formerly School of   

                     Foreign Languages and Economics in Częstochowa),

                     Humanities Department, 

                     B.A. (hons) in translation (English, Italian, Polish)

1999-2000 LCCI, English for Business.

1999-2000 International Business

1993-1997 Economic High School in Oświęcim - administration. 

                    Finished with equivalent to A-levels in: History,  

                    Polish language, Law, Economy and Accountancy.                  

                         

Work History

July 2008 – ongoing Accounts Payable Supervisor, The MCPS-PRS-Alliance

Sept 2007 – June 2008 Acting Supervisor for Accounts Payable Team, 
                                     The MCPS-PRS-Alliance

Dec 2005 – Sept 2007Accounts Payable Assistant, The MCPS-PRS-Alliance

March 2005 –Nov 2005   Telephone Researcher, Terrapinn

Nov 2004 – March 2005    Telephone market researcher, RSM

Oct 2004 - Nov 2004 Administration Assistant. Deliverance Ltd

2001 – 2008 Freelance translator:

                     Film and Media:

                     Film script for Monika Kolodziej

                     Games for private clients

                     Chemistry:

                     Chemical Company “Dwory”: chemistry, marketing, manuals.       

                     Medical:

                     Sam’s Translation

                     Marketing:

                     RSM London – translation and transcription and proofreading of    
                     market research questionnaires.
                     Social Science:

                     Housing and benefit applications.
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