Agnes Willy P. Johnson-Sijmons

601 1/2 S. Queen Street, Martinsburg, WV 25401

Phone (301) 789 2324, E-mail: Willsdroom@hotmail.com
Languages:
English, Dutch and German

Employment:

May 1999 –Present


  Freelance Translator

Translating legal and general documents, children books, novels, poems, data entry, proof reading and coding etc. English – Dutch, Dutch – English, German – Dutch, German – English. 
Present






Freelance Translator
Pro Translating, 44 West Flaglet St., Suite 800, Miami FL 33130
Translating Dutch-English / German-English

Present





         Translator

LegalSource Staffing Solutions, 1625 Eye St, NW, Suite 600, Washington,DC 20006

Reviewing and coding (priviledged, responsive, non-responsive) of legal documents, data entry, and translation from Dutch and/or German into English, working with Ringtail Legal, Concordance, and Opticom
June 1999 – September 2002

                                                              Office Manager

American Embassy, Lange Voorhout 102, 2514 EJ, The Hague, Netherlands

Responsible for all duties as the central activity coordinator of all internal GSO (General Services Office) actions and documents: prepared Time and Attendance Reports, served as Supply Room Manager, processed Daily Vehicle Reports of Motorpool in Excel, and conducted the annual Non-Expendable Property Inventory (NEPA). 

Responsible for the selection, arrangement, confirmation or cancellation of hotel accommodations for all agencies of the Mission, and prepared official travel orders. 

Served as Control Room Officer during official visits of senior officials, Codels and Stafdels and other official visitors, reviewed procurement requests, determined the type of action necessary, prepared Purchase Orders, and followed upon the status of PO to ensure that the requirement of the Prompt Payment Act was adhered to. Responsible for the procurement, issuance, and maintenance of all equipment to decontaminate all Embassy workspaces and personnel. Arranged reservations for TDY quarters, ensured proper maintenance, cleaning, and billing of user of properties, coordinated with Office of Overseas Buildings Operations Interior Design and Furnishings Branch to maintain and properly furnish the Residences of the Chief of Mission and the Deputy Chief of Mission. Maintained the Telephone Unit Billing and other records in IRM Access database in the absence of the Telephone Unit Chief. 

References:
Marjon Van Den Bosch



Todd A. Langenfeld





Tranlation /Interpretation                                P.O. Box 120564





301 N Beauregard St # 1417                            Newport News, VA 23612




Alexandria, VA 22312-2914                              Phone: 757-272-2065




Phone: 703-658-4851

Education:

Quad Graphics
Martinsburg
West Virginia
2004 -
2007   Interpersonal Work Relations,










On-The-Job Training Courses

Printing Techniques

Dep. of State

The Hague
Netherlands

2002
Crisis Management Training

Dep. of State  RSC
Frankfurt
Germany

2001
Communications Skills

Dep. of State

The Hague
Netherlands

2001
MS Access 97 UK, MS Excel 97 UK

Dep. of State

The Hague
Netherlands

2000
Fire Protection

Dep. of State

The Hague 
Netherlands

1999
Surveillance Detection

R.O.V.C.

Eindhoven
Netherlands

1998
Business Administration

N.B.B.


Roermond
Netherlands

1997
Management Assistance

S.M.A.H.

The Hague
Netherlands

1992
Business Administration

S.V.L.P.

The Hague
Netherlands

1991
Bookkeeping, Computer Skills 

M.E.A.O.

Maastricht
Netherlands

1975
Executive Assistant

L.E.A.O.

Kerkrade
Netherlands

1972
Bookkeeping
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