Top secretary and translator, familiar with terminology in wide range of disciplines, presenting and producing documents in Microsoft Office and WordPerfect suites and typesetting in InDesign. Translate Dutch to English and Hebrew to English. Born and educated in the U.S.A. Lived and worked in Israel 1969-1971, The Netherlands 1971-1974, and since then in the UK. Self-employed freelance since 1979. Married to Dutch National with equivalent of Masters Degree in Electrical Engineering from the Technische Hoogeschool, Eindhoven. We are both partners in the firm Textpertise.
EDUCATIONAL BACKGROUND
1968-69
Columbia University Graduate Faculties, New York City
Master of Arts in English Literature. Dual major in medieval and modern periods. This involved a module in Anglo-Saxon. Full-time studies were concurrent with full-time work.
1965-68
The City University of New York, College of Liberal Arts and Science 
Graduated Phi Beta Kappa, Summa Cum Laude (academic average 97%) with high honours in English, (Study was full time, concurrent with full time work and attendance at Jewish Theological Seminary). Degree was in English language and literature. Specialisation medieval. Required Language modules included German, French, Latin.
1965-68
Jewish Theological Seminary New York
Followed a combined programme of studies allowing simultaneous attendance at University and work. Advanced Hebrew language and grammar, Bible texts and commentaries, Talmud, Philosophy of Religion. This was done two evenings per week and Sundays.
1964-65
New York University Courant Institute of Technology
Concurrent with part-time work as a billing clerk. Unable to negotiate flexi-hours with my strait-laced and rigid boss and discovered I was not really a mathematician. 
1964

Graduated High School of Music and Art, New York City
Elected to Arista honorary society. Award in Music Theory. New York City Association of Teachers Award in English. Certificate of Merit of the Association of Teachers of Social Studies. National Merit Scholarship Award. European foreign language studied in High School was Spanish.
1958-64
Hebrew High School of Greater New York (Marshalliah)
After-school and Sunday High School covering the years of Junior through Senior High. Instruction in Hebrew and English. Wide range of Jewish subjects including history, Hebrew language and Grammar, Biblical texts and commentaries, Gemara. Graduated with honours as Valedictorian and continued to the Jewish Theological Seminary Combined Programme. Whilst attending also achieved placement as 3rd in U.S. National Finals of the International Bible Contest (Chidon HaTanach).

1951-62
Music
Dalcroze School of Music continuing to Juilliard School of Music where I had a scholarship to study piano under Madame Rosina Lhevinne (teacher of Van Cliburn). As I have a very small hand (can just about stretch to octaves and tenths are impossible) and have always had too many and varied interests to be sufficiently monomanic about music to become a successful concert pianist, I decided to drop this mid-way through my High School career.  

1951-57
Beth Jacob School for Girls of East Bronx
Religious primary education. Mornings devoted to Hebrew and Religious studies, afternoons to secular studies. Bible was studied translating Hebrew into Yiddish. Full programme of usual subjects was taught in English in the afternoons.

WORK EXPERIENCE
1979 to date  TEXTPERTISE Secretarial and Word Processing Bureau

Proprietor and Partner "http://www.textpertise.co.uk"
Established Textpertise Word Processing bureau in 1979, possibly the first such service in London. There are very few fields of expertise in which I haven't worked and a fair number in which I have made a significant contribution.

•
Work with and for clients to maximise the impact of their written communications.

•
Copy improvement service involves modifying the client's English text or translation so that it no longer sounds foreign. For native English speakers, I also do ghost-writing, help students with academic work in English, assist dyslexic individuals, and help with spelling, grammar, style and the overall feel and logical flow of text. These skills are also often applied to website text and funding applications to banks.

•
Fields worked in include inter alia law, medicine, nursing, health visiting, paramedical disciplines, dentistry, surveying, architecture, social policy, forensic psychiatry, education, training, mathematics, accounting, philosophy, religion, business, consultancy, counselling, CAFCASS and court reports, medico-legal reports, police and probation.

•
Main forte is in eliciting from people what is within them and which they have difficulty expressing. Acting as a Wordsmith.

1978-1979
FOTOVALUE Photographic Franchise Company

Principal Secretary – Head Office, then at Finchley, London N3

1977-1978
COLD STORES then located in South Woodford, Essex

Personal Secretary to Commodity Broker

1974-1977
ANGLO WELD EQUIPMENT LIMITED, Ilford, Essex

Office Manager
Sent from Holland to help set up and manage the office of this daughter company of Weld-Equip BV Helmond.

IN-COUNTRY WORKING EXPERIENCE IN THE NETHERLANDS
Self-trained at the Technische Hogeschool Eindhoven language laboratories

1971-1974

WELD-EQUIP BV, Helmond, The Netherlands




Director’s Secretary (Multilingual post)
The company manufactured welding and soldering equipment, resold high-level American equipment and brokered the manufacture of bespoke very large welding and soldering machines. Director’s Secretary. Producing correspondence in English, French, German and Dutch, taking phone calls in those languages. Generally supporting the Director in all aspects of managing this company. Dealing with confidential personnel appraisals within the company and contractual negotiations with customers and suppliers.

IN-COUNTRY WORKING EXPERIENCE IN ISRAEL
I have been speaking Hebrew since age 4.

1969-1971

CARGO SHIPS EL-YAM, Haifa, Israel

English Language Secretary and Translator, Crew Department
Involved with all aspects of crew matters for this company, in particular the translation of crew employment contracts from Hebrew into English for non-Israeli employed crew. Also administering service rotas, holiday schedules, keeping track of sailing times and latest posting times for mail to arrive at calling ports, liaising with local agents to arrange for supply of cine films and other crew amenities at ports of call, arranging health checks, repatriation of ill and/or injured crew, family visits. Checking all crew documentation and medical paperwork was up to date and in order in good time prior to each sailing and dealing with any problems. Pressured job working for four managers and interacting with cargo and other departments of the organisation.

IN-COUNTRY WORKING EXPERIENCE IN U.S.A.

1965-1969
NEW YORK MEDICAL COLLEGE, Flower and Fifth Avenue Hospitals, New York City, U.S.A.

PA to the Chairman, Department of Pharmacology
Worked my way through college and grad school in this highly responsible job acting as right hand to Dr David Lehr, Chairman of the Pharmacology Department of the Medical School, Chairman of the Infant Mortality Committee of the City of New York and of the Research Committee of the Hospital. Every item arriving was first to be previewed by me, summarised and prioritised with highlighting of decision points. I kept his diary, arranged meetings and conferences, greeted very prominent colleagues, took and produced minutes. Supervised four junior secretaries and the department library. Ensured courses offered in our department did not conflict with other departments. Produced grant applications and reports in connection with numerous medical research projects being carried on in the department. My boss didn’t care what hours I worked as long as the job got done. He head-hunted me through my university at a very young age, delegated everything to me and forced me, in turn, to learn how to delegate and supervise my juniors, who were older than I was. I have been thankful to him ever since.

Durite Leather Goods (Belt Manufacturers), New York City.
Part-time Billing Clerk. Gained familiarity with shipping documentation. Bills of lading, etc.
SAMPLE OF WORD PROCESSING and WORD CRAFTING WORK (in English) with a PUBLIC IMPACT LISTED HERE TO GIVE YOU AN IDEA OF THE RANGE OF FIELDS AND TERMINOLOGY WITH WHICH I WILL BE FAMILIAR

Child Protection

Blom-Cooper, L. QC (1985) A Child in Trust. London Borough of Brent.
Ground-breaking child abuse enquiry report, word processed by me during the period that the Enquiry into the death of Jasmine Beckford was underway and printed from diskettes supplied by me, has had wide-ranging social implications. The concept of child protection, highlighted in this report, has become a first principle in British society, enshrined in the Children Act and all subsequent legislation affecting children and young people. The enormous media interest in the report necessitated that most stringent confidentiality be maintained until publication, which is why we were chosen to quietly do this job where the media couldn’t find us.

Geopolitics
World Economic Forum (January 2003) Transcribed a series of sessions, the most topical  entitled Governors Meeting for Energy: Energy Geopolitics Outlook - Energy and Markets, Supply and Security in the Balance. Chaired by Sir Philip Watts, Chairman, Royal Dutch/Shell Group of Companies, United Kingdom with participants Daniel Yergin, Chairman, Cambridge Energy Research Associates (CERA), USA; Abdulla Bin Hamad Al Attiyah, Minister of Energy, Industry, Electricity and Water of Qatar; Mikhail B. Khodorkovsky, then Chairman and Chief Executive Officer, Yukos Oil Corporation, Russian Federation; Roberto Poli, Chairman, Eni, Italy; and Ali Bin Ibrahim Al Naimi, Minister of Petroleum and Mineral Resources of Saudi Arabia; S. Mohammad Hossein Adeli, Deputy Minister of Foreign Affairs of the Islamic Republic of Iran; Abdallah S. Jum'ah, President and Chief Executive Officer, Saudi Aramco, Saudi Arabia; Moderated by Martin Wolf, Chief Economics Commentator, Financial Times, United Kingdom. The question under discussion was the management of any fluctuation in supply that might emerge because of another Gulf War. (The second Iraq War commenced shortly afterwards on 19 March 2003).

Public Health and Gynaecology
Jordan, Joseph; Singer, Albert; Jones, Howard and Shafi, Mahmood (Eds.) (2006) The Cervix, Second Edition. Blackwells. Over 600 pages, more than 400 illustrations and photographs, spanning everything from embryology to the emotional trauma women undergo when their cervix is removed at hysterectomy and every clinical aspect of diagnosing and treating the cervix. Contains 47 chapters by dozens of authors. Used as a resource for diagnosis all over the world. Thousands of women will have been helped by doctors who have consulted this book and its precursor books also word processed by me (see below). I transcribed new material from tape and handwriting, proofed material submitted electronically and incorporated editorial changes, imposed a unified style on all chapters, chased authors for their submissions and generally co-ordinated the submission of the manuscript to Blackwells. The book attained Highly Commended category in BMA 2007 book awards.

Nursing
Manley, Kim. (Unpublished) Stress in Intensive Care Nursing. Kim Manley, Head of Practice Development, Royal College of Nursing carried out this large series of taped interviews with intensive care nurses at all levels, for the Royal College of Nursing (funded by the Prince’s Trust). The nurses explored what factors caused them stress in their jobs and what coping mechanisms they were using. The interviews attempted to tease out what was effective and what less so in keeping stress at reasonable levels and preventing burn-out amongst highly qualified and very much needed specialist nursing staff.  Qualitative analysis of the tapes was to follow our input and inform policy decisions and official recommendations.

Television
Silverstone, R. (1981) The Message of Television: Myth and Narrative in Contemporary Culture. London: Heinemann Educational Books. Thirteen episodes of a drama series are dissected, using tools provided by the study of language, myth and narrative to reveal how the episodes are choreographed. Matching theory and empirical analysis, this reveals some of the techniques by which television can keep viewers’ attention.

Economics
Coddington, A. (1983) Keynesian Economics: The Search for First Principles. London: George Allen & Unwin. A wide-ranging critical examination of the presuppositions and procedures of Keynesian analysis. The book is concerned with the efforts of economists to characterise and provide a framework for the analysis of the precise mode of malfunctioning to which Keynesian policies would provide a remedy.
Women’s Issues
Crosby, F. (1982) Relative Deprivation & Working Women New York and Oxford: Oxford University Press. This report on more than 400 working women, men and housewives, examining whether resentments and dissatisfactions are absolute or occur relative to a perceived standard, concluded that perceived grievances depend directly on the individual's feelings of entitlement, not necessarily on objective deprivation, and goes some way towards explaining why women, seriously deprived by objective standards, fail to complain or even perceive that they are deprived, if they believe that they have achieved all they are entitled to.

Right to Join a Labour Union
Blom-Cooper QC, Appeal to the House of Lords in Council of Civil Service Unions v Minister for Civil Service (1984) [1985] AC 374, commonly known as “the GCHQ case.”

Legal Handbooks
Matthews, Tina (2003) The Access to Neighbouring Land Act (1992) Handbook Ed. Vegoda, Victor. Lark Productions Limited and Estates Gazette. All typing and indexing as well as liaison between the editor and author in the production of this reference book which gives practical guidance on the Act, interpreting and explaining it section by section, reproducing the Act and other relevant statutes for easy reference and providing actual case summaries and precedents.

Vegoda, Victor (2002) The Dilapidations Handbook. Ed. Clegg, Richard. Lark Productions Limited and Estates Gazette. All typing and indexing for this reference book which gives practical guidance, summarising 201 cases indexed alphabetically and by subject. It deals with repairing covenants, provides an Appendix of relevant statutes, sample Schedule of Dilapidations and Section 146 Notice and advice on how to prepare for a Court hearing.

Gynaecology Textbooks
Singer, Albert; Monaghan, John M.; Quek, Swee Chong and Deery, Alastair M. (2000) Lower Genital Tract Precancer. Second Edition (2000). Blackwell Science.

Singer, Albert; Monaghan, John M.; Richart, Ralph. Lower Genital Tract Precancer: An Atlas of Colposcopy, Pathology and Treatment. (May 1994).

Historical Records
Rose, S. (1982) The Navy of the Lancastrian Kings: Accounts and Inventories of William Soper, Keeper of the King’s Ships, 1422-1427 London: George Allen & Unwin for the Navy Records Society. A scholarly examination of the accounts and provisioning of the medieval Royal Navy providing a full transcript of the accounts, originally in medieval manuscript, into legible English type, thus providing an invaluable resource to historians and those who rely on the historical record.

Scientific Research and Exploration
Classified document as to date and location. 

A tender document produced page for page in English, French and German. A specification for landing of a research station in a geographical area of the world which is icebound for most of the year. It stipulated what was required – down to the last nut, bolt, screw and bobsled – including heating systems, transport systems, survival systems, emergency communication systems – even chess pieces, playing cards and films for the entertainment of station staff. It also detailed the time slot during the year when the equipment would have to be landed in terms of accessibility in freezing and thawing weather. On the one hand, intensely boring (as specifications can be). Yet with imagination one could envisage the coming into being of something which was not there before.

Protecting paramedics from violent patients
An investigation into protocols for the administration of a drug sometimes given by paramedics to bring round subjects who have overdosed on narcotics. The researcher outlined the circumstances in which this drug is indicated, the wide variations in dosages and administration routes. The drug produces rapid but short-lived improvement. The subject may become violent. Briefly, because the subject feels fine, transport to hospital is often declined and subsequent collapse of the subject when the drug wears off is common. Ambulance services nationwide reported on local policies in respect of administration of this drug, protection of paramedics from attack and policies for dealing with the aftermath of the drug's administration, with a view to producing a discussion document to inform policy. 

Family Therapy in Mental Health
(2004) In Search of Knowledge and Understanding: Working with individuals suffering from serious mental illness and their families. 

A thesis submitted to Middlesex University in co-operation with The Family Project, Camden and Islington Community Trust.

Credit Unions
Training manuals for those proposing to set up and run Credit Unions. Providing a thorough grounding in the principles of Credit Union management and how to adhere to the requirements imposed by the Financial Services Authority Regulator.

Construction Science
Structural concrete study which outlined the state of knowledge concerning the structural properties and durability of reinforced concrete and specifically the ability of structural concrete to withstand impact, wind and water, explosion, fire, and general wear and tear. It outlined some of the methods by which concretes, aggregates and mixes are tested in laboratory conditions to simulate real life conditions. Complete with formulae of considerable complexity, it posed interesting word processing challenges. The document has been published by the Health and Safety Executive. 

Social Policy
Documents I have word processed have helped shape United Kingdom public policy and also train individuals in such areas as special needs housing, domestic violence, residential projects for offenders, work with victims and witnesses, youth justice, community and race relations, family court welfare work, community safety and crime prevention.
