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	Personal Profile

	What characterize me most is probably a wide range of abilities and interests. I am a Czech native speaker. Back in the Czech Republic, I worked as a teacher. My pupils and students represented wide range of ages; from children aged four to adults in their twenties. Although I enjoyed the work with young people, I wanted to explore my potential ability and move to an alternative field and improve my English. In less than a year I was able to extend my language skills to become a freelance language editor, and work online for a translation company located in Prague. 
My presentation, public speaking skills and communication skills are exceptional. I am also very independent and perfectly capable to work under pressure for the reason that I was working for two employers at one time which would fill 1.5 of a fulltime job. I am always very enthusiastic about the job I do and also deeply devoted to every project. From my other personal qualities I would like to highlight especially attention to detail, responsibility and good organisational skills.
 

	Skills

	Language skills
	Czech
English
Other languages
	Native speaker

Confident in both writing and speaking. Accurate in grammar. Master’s Degree in Teaching the Czech Language and Literature.
Fluent (Advanced, C1*)

• July 2010: University of Cambridge. CAE (Certificate in Advanced English). Grade B.
• July 2010: University of Cambridge, ESOL Examination. Skills for Life – Unit Certificate (Level 2): Writing. April 2010: Speaking and Listening. November 2009: Reading.

Slovak (fluent, natural understanding), German (Elementary, A2*), Russian (Beginner A1*), Polish (Beginner A1*)


	IT
	Software: WinXP, Windows Vista, MS Office, CC-CAT, MetaTexis, Microsoft Publisher, Adobe Reader etc.

Skills: typewriting, word processing, internet research



	Driving Skills
	Driving licence (category B)

I passed the driving test in December 2000 and I have never been involved in an accident. I am used to daily driving.


	Specialist knowledge in following fields:
	General linguistics - Czech language - Literature - Drama and dramatic art – Education - Psychology of children



	Communication, social and time-managing skills
	Experienced public speaker
As a drama teacher it was my duty to become a host on many social, educative and artistic occasions, such as assemblies, classical concerts, balls, competitions, workshops etc.
Excellent interpersonal and diplomatic skills

At my last employment I conducted a large group of young people on a daily basis. Diplomatic negotiation was essential for achieving both short-term and long-term goals, e.g. good results at students’ exams.
Good organisational skills
For three years I was working for two employers which would fill 1,5 of a full-time job. I am, therefore, very organized, capable to prioritise workloads and work under pressure.



	Employment History

	Present
	Freelance Language Specialist

Interpreting (English – Czech/Slovak)
Since November 2010

Contract with The Big Word (Well Court, 14 – 16 Farringdon Lane, London, EC1R 3AU)

	
	Czech Language Tutoring
Since August 2010
Contract with Language Services Direct (16-18 Marshalsea Road, London SE1 1HL), in company training for Norton Rose

	
	Translating and Proofreading
Since May 2010
Contract with Idioma s.r.o. (Head office at Holeckova 25b, 150 00 Prague 5, Czech Republic), technical translations for companies such as Sharp, Nikon, Fujifilm, JVC, Asahi Kasei, Panasonic.
Language combination: English - Czech

Key skills: translation, proofreading and checking, verification of the translated texts before delivery to clients.



	September 2006 

– June 2009
	Teacher 

This position included education of 15 to 20+ year old students. 
Courses: Czech language and Literature; Psychology (since Sept 2008)

School: Secondary School focused on Ecological and Agricultural Studies (Address: SŠZE Žatec, Svatopluka Čecha 1180, 438 01 Žatec, Czech Republic)



	September 2003 

– July 2009
	Teacher
This position included personal development of 4 to 20+ year old children.

Discipline: Drama

School: The School of Arts, Zatec, Czech Republic

(Address: ZUS Zatec, Studentska 1030, 438 01 Zatec)

	

	Education

	March 2010 – June 2010
	CAE (= Certificate in Advanced English) Preparation Course

West Kent College, Tonbridge, Brook Street, Tonbridge, Kent, TN9 2PW, United Kingdom
PASS, Grade B


	September 2009 – July 2010
	ESOL L2 (English for speakers of other languages) 

West Kent College, Tonbridge, Brook Street, Tonbridge, Kent, TN9 2PW, United Kingdom
ESOL Skills for Life – Unit Certificate: Writing (Level 2); ESOL Skills for Life – Unit Certificate: Reading (Level 2); ESOL Skills for Life – Unit Certificate: Speaking and Listening (Level 2)



	August 2001 – April 2007
	University of J. E. Purkyne, Usti nad Labem (Address: Ceske mladeze 8, 400 96 Ustí nad Labem, Czech Republic)
Academic title: Mgr. (Magister, i. e. Master of Education)

Faculty of Education, Qualification for teaching Czech language and Literature

Topic of the Thesis: About Animal parliaments and Editions of Nova rada by Smil Flaska z Pardubic and Rada zhovadilych zvierat by an anonymous writer



	September 1995 – May 2001
	Gymnasium (School; Comparable to English Grammar Schools), Zatec (Address: Studentská 1075, 438 01 Žatec, Czech Republic)
School-leaving Exam of: Czech language and literature (A), English (A), Biology (B), Geography (B)



	Work Experience

	2010 – present
	Czech Language Tutor

Translator and Proofreader



	2009 - present
	Au-pair, 73 London Road, Southborough, Kent, TN4 0NS


	2003 – 2009
	Teacher
I was responsible for theoretical and practical tuition and other educational activities which led to the extension of students’ knowledge, skills and habits.  My other duties were: administrative agenda, preparation and consecutive realisation of the artistic, educational and social events, preparation of the school-leaving exams’ topics, creative development of children in the age of 4 to 20, organising children’s performances.


	2005 - 2006
	Librarian and a consultant at the University learning resource centre
Except for administrative agenda, the main part of this job was problem-solving and I proved to be able to organise the tasks very efficiently. Exceptional communication skills were also crucial. 


	2000 – 2005
	Leader and a chief leader at the summer camp for children
In the beginning I was in charge of a group of 15 to 20 children, in further years, as a chief leader, I became responsible for the whole camp which contained 100 children and usually about 20 staff members. Effective leadership and quick decision making were essential for this position as well as being a good team-player.



	Interests
	Reading, Movies, Theatre, Skiing, Walking, Cycling, Roller skating, Geocaching.



	ReferenceS
	

	1.
	Idioma s.r.o.
• address: Holeckova 25b, 150 00 Prague 5, Czech Republic
• e-mail address: info@idioma.com
• phone: +420 2 5156 5000

	2.
	Mgr. Ludmila Hampejsová, former teacher and colleague 

• present occupation: Teacher, Secondary School focused on Ecological and Agricultural Studies

• e-mail address: ludmila1.H@seznam.cz 

• phone: +420 415 740 365

	
	

	I hereby confirm that the information provided above is true and correct.

	
	

	30th November, 2010
	Blanka Novakova


* The Common European Framework of Reference for Languages





