CHRISTINE LEVEQUE

42 Beardsley way
W37YQ Acton, London

Mobile: 07903352812
Email: chrislev@hotmail.co.uk
Nationality: French

PROFILE
A translator and an experienced and conscientious trilingual administrator with excellent organisational and communication skills. Dynamic and lively, well presented, friendly, flexible, hard-working, team-player, excellent attention to details.
EMPLOYMENT HISTORY
Jul 09 – Mai 2012
VIP account manager
Globalclick Ltd, online casino
· Managing portfolio of players which includes: reviewing their accounts,
reviewing reports to decide which promotions would be best suitable for which player, offering bonuses, answering daily player queries via email and assisting the players on the live chat per phone. Queries can range from financial inquiries to game advices.
· Reactivating lapsed players via email and phone campaigns
· Offering technical support to players when there are issues with the casino software
· Translation tasks include: translating online promotional campaigns for existing players, new games, newletters, website, promomailers…
Nov 08 – June 09
Freelance translator, London

Jan 07- Nov 08


Customer Service Representative
CA, Datchet (England)
· Providing license keys and troubleshooting licensing issues

· Performing various phone and support system related activities including receiving incoming customer calls relating to technical problems/questions, queuing these calls into the tracking system, checking entitlements … 
· Dealing with customer queries and complaints and finding solutions

Jan 03- Dec 06


Manager of a translation office
ABA-Languages, Stuttgart (Germany)
· Acquired new business (created the design and content of my company’s leaflet and flyers, advertised, visited companies and distributed leaflets, created the website of the company: www.aba-languages.de) 
· Supported customers : Answered enquiries, anticipated questions and created offers

· Coordinated projects for other languages : Subcontracted translations to the appropriate translator (each translator has his own translation fields and language combination) 

· Translated German or English texts into French, including translation research and proof-reading  

· Taught one to one French language classes
· Carried out invoicing and accounting and delegated  work to the tax accountant

· Completed general administrative work (including regularly updating of translator list, webpage actualisation)

Jul 01-Jan 03    
Translator and Office Manager

ABA-TEXT, translation office in Stuttgart 

· Supported customers, coordinated projects, translated, achieved the invoicing and completed administrative work 

· Maintained close contacts with the other European branches of the company, special tasks for the main company such as the development of a terminology database or the recruitment of new translators (job advertisements, correction of test translations, interview, selection…) 

Apr 98-June 01     
Office Assistant  (different functions in firms)

Flexarbeit, temporary employment company, Stuttgart (assignments to Ernst & Young, Sony, Sun Microsystems, Philipp Mueller, Baresel, Paulinenhilfe)
Secretary

· Prepared correspondence, reports and Power point presentations

· Organised meetings, seminars and trips abroad 

· Sorted post, screened mails and phone calls, built up a customer database, listed work material in alphanumeric order and located material from files
· Supported staff with administrative work and practical matters, e.g. collecting and delivering materials or information as required
Facility manager

· Responded to all maintenance requests
· Special tasks for “Sony”: e.g. carried the relocation project of one of its company
Front desk receptionist

· Introduced, greeted and assisted visitors

· Distributed fax and letters  
· General administrative work
Jan 98-Mar 98   
Freelance translator, Stuttgart

Mar 97-Dec 97  
Personal Assistant 
D. Stern, temporary employment company, Stuttgart (assignment to Alcatel)
Oct 96-Dec 96   
Production assistant  

Satura, temporary employment company, Stuttgart

Jun 96-Aug 96  
Front Desk Receptionist 

AXA Service AG (insurance company), Stuttgart
Summer 91 till 95 
Work and travel programme, USA
· Different student jobs in the US such as chambermaid, waitress, receptionist, salesclerk, ride-operator in an amusement park, telemarketing for a computer firm….

EDUCATION AND QUALIFICATION
Nov 08 – June 09
Princes College in New Oxford Street in order to prepare the Certificate of Proficiency in English, Cambridge ESOL during evening classes and cultural knowledge of London
1990-96
University LEA (foreign languages applied to international business), Université Lille III, France.        “Maîtrise” in Translation Studies (equivalent of Masters degree) English, German and French.  

(1994-1995) Year of “Licence” (French equivalent to a British Bachelor of Arts) in Ghent (Belgium) with the Erasmus programme

1989 – 1990
Au-pair stay in Hastings and travelling time in the UK
SKILLS
Languages: fluent in French, English and German (both written and spoken)

MS Office: Word, Excel, PowerPoint, Outlook, Star (CRM system), Trados, Wordfast
BAFA: certificate for children’s and youth workers in order to take care and animate children in summer camps

DLRG: German life-guard training, including emergency first-aid certificate 
INTEREST AND ACTIVITES
Travelling, cultural activities (active sightseeing of London, museum, theatre) and sport particularly tennis and yoga
Reading English and American novels mainly from the ninetieth and twentieth century
REFERENCES
Available on request
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