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Profile:

A professional and experienced linguist, I provide written translations to a high standard on a wide range of subjects (including legal documents, commercial contracts and other business documentation, educational and literary texts, media and promotional materials) from Russian, German, Norwegian, Danish and Swedish and also French. Translations are always delivered promptly and to the client’s specifications. I also carry out proof-reading and editing of translations and other texts. 

I am seeking further opportunities to continue and expand these services. I will also consider full-time employment opportunities in a related position.

Professional Experience:

Freelance Translation







Jan 1991 – to date

I produce professional translations on various subjects from Russian, Norwegian, Danish, Swedish, German and French. (See profile above.) 

Past projects have included: a publication on the political and linguistic situation in Latvia, research material into learning processes and their application in the field of education; publications on history, literary works, travel writings and promotional texts for the arts;

In addition, I am currently involved in an EU-funded research project on multilingualism in the educational system in different European countries. This includes translation and editing of texts and writing texts relating to the researched materials. 

TMDS, London - Language Specialist  





Nov 2010 – Jul 2012


Monitored international trade mark application journals to identify copies or potential breaches of trademark regulations, prepared watch notices for clients, provided prompt and accurate translations (chiefly from the Scandinavian languages and Russian, also from French and German). Completed training courses and seminars on all aspects of the trade mark/patent industry. Consistently exceeded targets set for processing all journals. 

Stadium Housing Association, London - Customer Relations Officer 

Oct 2009 – July 2010

Co-ordinated and edited written responses to all formal complaints and enquiries to all departments of the organisation and ensured deadlines for responses were met consistently. This involved quality checking draft responses to ensure compliance with the Association’s standards and procedures. 

Drafted official responses (letters and emails) to complaints and enquiries promptly and sensitively.

Carried out detailed complaints auditing and supplied key performance statistics to relevant personnel, maintained databases, conducted regular customer satisfaction surveys. 

Stadium Housing Association, London - Senior Housing Officer 

Jun 2004 – Oct 2009

Successfully managed a team of 4- 6 officers: 

· effective performance management, including regular appraisals and one-to-one meetings
· training and development of staff, coaching, staff recruitment and dealing with disciplinary issues 
· revisions and improvements of services and procedures, resulting in cost savings and smoother service 
· on-going client and partner liaison and networking, effective inter-departmental cooperation
· sensitive and customer-focused complaints handling
Stadium Housing Association, London - Housing Officer (Tenancy Relations) 







Dec 2002 – Jun 2004

Undertook general tenancy management duties: 

· enforcing tenancy agreements, including legal action 
· ending tenancies promptly to initiate the voids process 
· routine inspections and home visits to verify tenancies and identify any issues needing attention
· general housing advice and effective response to complaints and general enquiries, 
· minutes of meetings, other office admin duties, e.g. maintaining filing systems and databases. 
WMS-Haywards Ltd.- Housing Officer  (later appointed Senior Housing Officer)













Jan 1997 – Dec 2002

Generic housing management duties with supervisory responsibility for a small team of officers

· effective arrears and debt recovery, 
· void property management, repairs and monitoring of external contractors, 
· professional housing advice at all levels to all service users, 
· regular monitoring of estate services, 
· complaints handling and general correspondence, office admin. 
Westminster Management Services (WMS)
- Reception/Office Administrator 













Mar 1996 – Jan 1997

East-West Business Events Ltd. London - Office Administrator/Client Liaison Officer 






Nov 1994 – Mar 1996








and 
Jun 1993 – Nov 1993

Carried out general office administration for a company involved in organising and marketing trade exhibitions to overseas companies (chiefly Russia and CIS states)



Developed many essential and transferable skills in the above two roles, such as good reception/customer service skills, extensive office administration skills (accurate filing and data input, maintenance of Excel spreadsheets and other data bases, effective communication skills – verbal and written correspondence)

Piermont International Ltd. London. - Account Manager 


May 1994 – Nov 1994

Successfully concluded contracts with Russian/CIS clients for participation in conferences 

and business forums. Provided interpreting, client liaison services at conferences. 

Teaching English as a foreign language - children and adult groups, Kishinev, Moldova 










Jan 1990 – Jan 1991

Education, Qualifications and other Skills: 

GCE “O” Levels: English Language, Eng Literature, Mathematics, Psychology, Sociology, Human Biology

GCE “A” Level: French, German 

1984 – 89
University of Edinburgh. MA (Honours) Degree: Scandinavian Studies and Russian (2:1)

1986 – 87
University of Oslo. Advanced Norwegian course

Sept 2009
ILM Level 3 Award in First Line Management 

Other management Courses attended: Recruitment and Selection, Fraud Detection and Prevention, Disciplinary and Grievance Procedures, Coaching on Effective Communication and Customer Service Skills, Health and Safety. 

Proficient on Microsoft Word and Excel and also Pages (for Mac). 

Typing speed approx. 50 w.p.m., familiar with both English and Cyrillic keyboards. 

