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Career Objective

I have one year experience in consecutive interpreting. 

I am a dedicated and highly motivated individual, who is interested in working within an organisation which cares for the needs of the business and the welfare of its personnel. My degree has taught me the discipline and methods which I readily apply in the workplace. I am comfortable liaising with colleagues and clients across levels enjoy building rapports and have honed the ability to stay calm amidst chaos!  I am eager to learn and believe I have the necessary aptitude and drive to follow a successful career in the field.My goal is for continuous development to achieve my objective within this area.
Education

2000-2005 
Polytechnic – Masters degree in Chemistry 
I have gained an advanced knowledge of maths, physics and chemistry. My 5 year studies taught m e methodical and rigorous approach to achieving tasks and objectives as well as being precise, detailed, fastidious and thorough.
2002-2005
Teachers College – Diploma in English
Whilst studying to become an English teacher I covered the following areas; language, literature and phonetics. Teaching English gave me the opportunity to develop translation skills and the ability to communicate in Polish and English at the same time. This learning experience taught me excellent interpersonal and communication skills.
1996-2000 
Secondary Education (Poland) 

Matura Exam Results (equivalent to general certificates of education)

English, Polish, Biology
Information Technology Knowledge and Skills

· MS Word

· MS Excel

· MS Outlook

· MS Access

· MS PowerPoint
Courses:

· Train the Trainer

· Minute Taking 
· First Aid

Employment History

Freelance Interpreter and Translator                                (Sept 2008-present)

I have been working as a Polish/English interpreter and translator for various agencies. Fields of experience include: consecutive interpreting: Legal, Medical and translation of Health and Safety policy, Power Point Presentations, formal letters, legal documents and many others.

The  Environmental Agency: Personal Assistant 

 (Apr 2008- present)

I am responsible for managing my managers workload. This includes arranging meetings, presentations, typing, writing dictations and communicating via email on his behalf. I am required to research and present information relating to subjects my manager is dealing with. I ensure that all travel and accommodation arrangements are in place for any national meetings that he may attending. From the experience in this position I have learnt that communication and interpretation is key to being a successful personal assistant.
London School of Economics: Programme Coordinator
(Apr 2007-Jul 2007) 
Engaging in all day to day activities associated with running of the Summer School.

Ensuring website is kept up to date using WebCT, as well as continually expanding and improving it.

Ensuring applications are processed efficiently.

Dealing with enquiries, by telephone and email

Greenwich Council: Training Administrator


(Apr 2006-Apr 2007)


This role presented me with an array of training skills including, training delivery, design & development, facilitation and coaching.
My day to day tasks include liaising with training officers to support the delivery of courses. This can include anything from being involved in training needs analysis meetings to organising courses and programmes with facilitators/trainers. Additional tasks include the general admin tasks; inputting course data into an MS Excel system, short listing courses, sending invitation and rejection letters, preparing learners packs and distributing certificates.

Due the nature of this position and team I have been given the flexibility to implement systems that I have designed. This work primarily evolved from recognizing the current administrative systems as being outdated and in need of modernization. An example would be the design and implementation of a short course evaluation analysis database and form
Eurostar UK Ltd: PA to Head of Engineering Production
(Feb-Apr 2006)

In this role I was responsible for coordinating depot visits, arranging meetings, taking minutes, ordering and purchasing and dealing with an array of correspondence. I had regular contact at senior management and director level. Working under my own initiative, employing effective communication and negotiation skills were all important factors in this role.
Eurostar UK Ltd: Document Controller


(Jan-Feb 2006)


I managed all procedural and technical documentation for Eurostar’s International Depot, which included overseeing 12 controlled libraries and helped ensure Eurostar maintained their ISO 9001:2000 quality standards accreditation.
Westferry Printers: Receptionist



(Dec 2005)



Working for the largest newspaper print works in Europe, acting as the first point of contact for meeting and greeting clients. My frontline customer facing skills were greatly enhanced in my time here.
Kew 159 Ltd: Sales Assistant




(Jul-Oct 2005)


This position entailed stock taking, ordering of relevant stock from warehouse, arranging stock, displaying sales items, customer assistance, advice and care, arranging special orders and deliveries and answering telephone enquiries.

The Lavender Restaurant: Bartender/Waitress

(Jul 2003-Jan 2006)

I learnt to work within a team and creating a friendly environment. Dealing with difficult situations, good communication skills and a high degree of common sense have been essential for this role.
