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PERSONAL  INFORMATION

Name

Address 

Telephone

E-mail

Date of birth

RELEVANT WORK EXPERIENCE

· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities




OLGA  LUCIA  BALTAC

16A ARCULUI STREET, SIBIU, ROMANIA

+40 746 136 036

Olga_lucia_baltac@yahoo.com
22nd of January 1987

Olga Baltac Freelance Translator, Sibiu, Romania (June 2012 - Present)
Translation
Certified Romanian-English-Spanish Translator
Translate official documents like birth certificates, diplomas, identification papers, etc;
Translate contracts, agreements;
Experience in translate IT documentations;
Collaborate with different freelance translators, translation agencies and local lawyers;
SDL TRADOS experience.



· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities
· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities


 

SC. DELL INTERNATIONAL SERVICES SRL –Bucharest, Romania  (August 2011 – June 2012)
IT sector/ Outsourcing
Technical Support Analyst

Translate training documents and presentations;
Translate internal contracts and documents;
Answer incoming calls and assist users with their issues regarding the company’s software and hardware; 

Log a ticket for every incident; 

Update the knowledge base of the project;
Submit ideas regarding the improvement of the procedures.

SC. STEFANINI TECH TEAM SRL – Sibiu, Romania (January 2011 -August 2011)
IT sector / Outsourcing

Senior Support Technician - INCIDENT CONTROLLER

Active monitoring our customer’s IT infrastructures (servers, network, devices, applications);
React on all alerts as defined within the process binders.

Execution of proactive health checks according to already defined checklists;
Owner of escalation and notification;

Translate IT information for training sessions within the company;
Participate on daily/weekly/monthly meetings with higher management.

· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities

· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities

· Name and address of the employer

· Type of business or sector

· Position held

· Main activities and responsibilities


 SC. TECH TEAM GLOBAL SRL Sibiu, Romania (December 2009 – January 2011)
IT Sector / Outsourcing

Support Technician

Answering incoming calls and log all customers issues and questions accurately and efficiently into the ticketing system;
Troubleshoot hardware, software and network related issues;

Owner of escalation and notification;
Support the team members whenever in need;

Updating the training records;

Freelance Translator Andrina Craciun – Craiova, Romania (July 2009 – January 2010)
Translation
Collaborator translator

Translating documents from English/Spanish to Romanian and backwards;
Provide quality translations;
Comply with the deadlines;
Use CAT tools in the translation process.

Maria Lara Martinez Lopez – Spanish Lawyer, Alicante, Spain (March 2008 – January 2009)

Legal/Law

Collaborator translator and interpreter

Translate legal documents from Spanish to Romanian and backward;
Be part of the meetings between Lara and her Romanian lawyer associates for interpreting;

Lara’s personal assistant while she was visiting Romania.

· Name and address of the employer
· Type of business or sector

· Position held

· Main activities and responsibilities

OTHER WORK EXPERIENCE

EDUCATION AND TRAININGS

PERSONAL SKILLS AND COMPETENCES

FOREIGN LANGUAGES

· Reading skills

· Writing skills

· Communication skills


Antonio Nadal Sanchez – Spanish Writer, Sibiu, Romania (July 2007- October 2007)
Writer, History professor at the University of Malaga, Spain
Personal assistant  
Help with writing the book by typing it;
Scan old documents, computer troubleshooting;

Edit text;

Accompany Antonio to different meetings; 

Translate from Spanish to Romanian and backwards.

Translation professional practice at S.C. Cris Trad S.R.L  Sibiu, Romania (3 months during summer vacation from 2006 until 2009)
Volunteer – Sibiu European Capital of Culture 2007, Sibiu, Romania (January – December 2007)

“Babes-Bolyai” University of Cluj-Napoca, Romania (2006-2009)

Faculty of Letters, Modern Applied Languages Department – English and Spanish;
Diploma paper subject:  “The mass media influence in the Romanian Presidential Campaign of 2009” – written in English.
Gr. Sc. Transporturi CF. Highschool, Sibiu, Romania (2002-2006)

 Philology-English Department.
ENGLISH 


SPANISH
Advanced


Advanced

Advanced


Advanced


Advanced


Advanced

PC SKILLS

OTHER SKILLS AND COMPETENCES
REFERENCES
(For more references, please email.)
Very good knowledge of Microsoft Office (Word, Excel, PowerPoint, Outlook, One Note);

Microsoft Office 365;

SDL Trados Studio 2009;
Internet browsers (IE, Mozilla, Google Chrome);

Basic Networking;

PC Hardware;
Active Directory Basic;
SAP Basic.
Extensive translator experience;

Extensive customer care background;

Ability to interact effectively with other technical and non-technical resources;
Fully competent in own area of expertise;
Ability to quickly establish comfortable and effective working relationships;
Strong oral and written technical and interpersonal communication skills;
Excellent organizational skills;

Demonstrated ability to analyze and evaluate complex data;
Ability to manage multiple tasks at once and meet deadlines;
Highly motivated ,self-starter.
Anda Marcu – Team Leader EA Games Romania – anmarcu@ea.com;
Caiug Gog – Site Leader at Sefanini -  phone: +40 756 583 137;
Cristina Fazekas – Administator at SC. Cris Trad SRL - cristinadm2001@yahoo.com
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