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MARTHA RODRIGUEZ

Calle La Guairita, edf. La Colina B, Urb. La Bonita.

Home phone: 58-212-9430563 

        
 
Mobile: 58-416-7061235





E-mail: martharodriguezs@gmail.com
Web sites: http://www.proz.com/profile/100056; http://www.linkedin.com/pub/6/7b9/ba8
LANGUAGES

A: Spanish







B: English
STRONG SKILLS
· Experienced in telecommunications and IT areas. 

· Experienced and specialized on ITIL information (training materials, documents, general information) 

· Experienced in business introductions and presentations (Marketing letters, Business presentations to reach new clients).

· Excellent project coordination skills (planning, coordinating efforts, tracking status).

· Experienced in contracts and service level agreements‘management.

· Customer oriented, good negotiation skills.

· Detail-oriented and quality-focused.

· Problem-solving, effective time management and analytical thinking.

· Excellent interpersonal relationships and leadership.

· SW: Adobe Acrobat, MS Office (Word, Excel, Power Point), MS Outlook, MS Project, MS or Yahoo Messenger, Skype, SAP, MS Visio

ACCREDITATIONS

· AMTRADI (METROPOLITAN ASSOCIATION OF TRANSLATORS AND INTERPRETERS) - Member since 2005, Caracas, Venezuela

· CONALTI (TRANSLATORS AND INTERPRETERS NATIONAL ORGANIZATION) - Member # 116-06 since 2006 – Caracas, Venezuela

· CERTIFIED IN ITIL SERVICE LEVEL MANAGEMENT, PRACTITIONER LEVEL
· CERTIFIED IN ITIL SERVICE MANAGEMENT FOUNDATIONS 

ACADEMIC INFORMATION

EBS – EDINBURGH BUSINESS SCHOOL – January 2008 - current
Postgraduate Program in Business Administration

UNIVERSIDAD METROPOLITANA – November 2004 to July 2005

Legal Translation

Degree: 17

Lecture: "What are our rights as translators?"

NÚCLEO DE ESTUDIOS LINGÜÍSTICOS Y SOCIALES – July 2003 to April 2004

English & Spanish Translation

Degree: 18

UNIVERSIDAD METROPOLITANA – CENDECO – February to July 2002

Business Analysis in Telecommunications–School of Management
INSTITUTO UNIVERSITARIO DE NUEVAS PROFESIONES - January 1992 to July 1995

Associates Degree in Advertising

Degree: 15.9266

Final Project: “Main Characteristics of the young Generation of Miranda State as Part of a Global Spontaneous Generation, growing under the influence of the Generation X”
PROFESSIONAL EXPERIENCE – LOCALIZATION, QA AND TRANSLATION
MSCORP 

Operations Manager 






        April 2007 to March 2008
ACHIEVEMENTS
· Organization of the localization department through process documentation, designing of roles according to position requirements and skills required for a successful performance, as well as relocation of people according their skills.

· Internal planning activities, which led to an effective management of 90% of projects and requests, keeping work volume in good levels and, at the same time, effectively complying with deadlines. 

· Quality improvement in all deliverables which resulted in the awareness from all our staff, of the importance of quality in the services we offered as well as in our work. 
MAIN DUTIES
· Plan and coordinate production and availability of training materials for the sales forces of Nokia Academy LTA, a Nokia unit oriented to manage all training needs in Latin America and the Caribbean: Plan according to global objectives, follow-up of production roadmaps, quality control, new opportunities evaluation, service quality management, customer relationship management (from the Regional Coordination in the United Status to printing vendors located in Latin America).

· Manage translation projects and act as the liaison for departments in facilitating their needs in translations.
· Monitor the progress of translation project(s) and update the executive level as needed.
· Execute translation progress plan and revise as appropriate to meet the changing needs and requirements.
· Ensure the highest quality in the translated and printed materials and that they are created in a timely manner, according to established process and procedures. 
· Design, implement and maintain processes that assist the updating of work methodologies within the unit. 
· Gather information and advice on pertinent globalization and localization training courses and/or other resources required to ensure staff capacity to transition from working in a monolingual (domestic) to a multilingual (global) environment. 
· Work as a back-up for translators in both English and Spanish languages.

· Coordinate the creation and implementation of processes that might improve project management and CRM by applying corrections, check-lists and instructions.

· Outline negotiation strategies for request management based on work volume, quality, price and added value.

Q&A Manager for Latin America and the Caribbean


           September 2006 to March 2007 

MAIN DUTIES
· Manage all files from translation to publishing, checking compliance with quality standards and guidelines and validating internal reviews. 
· Develop and maintain glossaries and style guides.
· Editing and proofreading of translations: training materials, corporate communications and marketing materials.

· Back-up for translators in English and Spanish languages.

· Ensure that the material to be used in Latin America and the Caribbean complied with quality standards and guidelines outlined by Nokia (visual identity, brand guidelines, category guidelines). 

· Process documentation
PROFESSIONAL EXPERIENCE AS A FREELANCE WORKER

2008
1. Translation of Central University of Venezuela’ School of Dentistry programs – Spanish into English. 

2. Translation of various college works – Spanish into English.
3. Proofreading of articles for internal news bulletin of CONALTI (COLEGIO NACIONAL DE LICENCIADOS EN TRADUCCIÓN E INTERPRETACIÓN).

4. Translation of presentations for management purposes (Regional Marketing Meeting) – Nokia – Spanish into English.
5. QA of training materials targeted to Sales Force in Latin America and the Caribbean region – Nokia – (English and Spanish).
2007

1. Proofreading of articles for internal news bulletin of CONALTI (COLEGIO NACIONAL DE LICENCIADOS EN TRADUCCIÓN E INTERPRETACIÓN).

2. Translation of corporate communications (press releases) for New Year’s Eve event – Nokia – English into Spanish

3. Translation of corporate communications (press releases) for New Year’s Eve event – Nokia – Spanish into English
4. QA of training materials targeted to Sales Force in Latin America and the Caribbean region – Nokia – (English and Spanish).
2006 

1. Article for the Cystic Fibrosis Foundation Bulletin (English – Spanish).

2. Medical texts and requirements for leasing processes – Venezuelan Ministry of Health – (Spanish – English).

3. Manuals for the pharmaceutical industry training courses – Laboratorio Vargas – (English – Spanish).
4. QA of training materials targeted to Sales Force in Latin America and the Caribbean region – Nokia – (English and Spanish).   

2005

· Research for Ritsumeikan Asia Pacific University: Current Preservation of Urban Heritage in Latin America towards a Synergy in the Restoration of Historical Centers – (Spanish – English). 

2004

1. Many works on textiles – interior design (English – Spanish).

2. Editing and proofreading of fan fiction works published on fan fiction web sites (English).

3. Transcription and proofreading of Venezuelan regulations COVENIN (Spanish).

2003

· Business presentation for Passarini Suárez, a local travel agency (Spanish – English).

2001

· Many multimedia solutions’ scripts for telecommunications provider PH Cellular (Spanish – English).

1995 to 2000
· Press and production notes for Cinematográfica Blancica, local movie distribution company (English – Spanish).

OTHER PROFESSIONAL EXPERIENCE NON-RELATED TO TRANSLATION

CANTV MOVILNET 

Senior Quality Consultant -  




                                April 2008 - current
Quality Service Coordinator for IT -  





April to August 2006
Contracts and SLAs Administrator



             November 2001 to March 2006

Purchasing Specialist 





            March to October 2001
Entry-Level Positions within the company:

· Research and Development Direction Assistant – November 1998 to February 2001 
· Roaming International Management Assistant – March to October 1998
MICROSOFT VENEZUELA 

Customer Service Attendant -– September 1997 to March 1998

OAK INTERNATIONAL 

Secretary to the Boarding Schools and Summer Camps Direction - January 1993 to January 1995

TRAININGS AND PROFESSIONAL UPDATES RELATED TO TRANSLATION
2007

· PROOFREADING STYLE WORKSHOP  – UNIVERSIDAD CENTRAL DE VENEZUELA AND FUNDACIÓN DEL ESPAÑOL URGENTE
2006

· SIMOULTANEOUS AND CONSECUTIVE INTERPRETING ENGLISH AND SPANISH – NELS

· SPANISH LANGUAGE UPDATE WORKSHOP – LA CASA DEL TRADUCTOR

· TERMINOLOGY AND DOCUMENTATION WORKSHOP – UNIVERSIDAD CENTRAL DE VENEZUELA.

· PROOFREADING WORKSHOP - AMTRADI.

2005

· TRANSLATING AUDIO AND VIDEO – AMTRADI.

· TRANSLATION OF PRINTED MEDIA – AMTRADI.

2004

· PROFESSIONAL DUBBING OF MOVIES AND DOCUMENTARIES – DUBBING INTERNATIONAL.

2000

· ENGLISH AND SPANISH TRANSLATION WORKSHOP – NEWPORT UNIVERSITY

1998

· ADVANCED WRITING SKILLS – TELECOMUNICACIONES MOVILNET

· MS EXCEL - HELPDESK

· MS POWER POINT  - HELPDESK

· MS PROJECT  - HELPDESK

1997

· ENGLISH AS A FOREIGN LANGUAGE – CENTRO VENEZOLANO AMERICANO

1996

· PC SPECIALIST UNDER WINDOWS SO – INSTITUTO DE CAPACITACION EMPRESARIAL
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