Holly Carlile


Italian and French graduate from Durham University with the ability to read, write and speak both languages competently. Currently working for the Milan branch of American law firm Orrick, I am a conscientious, hardworking individual able to work on my own initiative. I am highly motivated and organised, possessing excellent written and verbal communication skills.  I have a sound knowledge of information technology and I am an active team player.

Education

2009

  WLS (Words Language Services) Currently taking a Translation Course, distance 

  learning, working from Italian to English.
2004 – 2008
  Durham University, reading BA Modern Languages (Italian and French)


  2:1 with Distinction in Spoken Italian and Spoken French

2007
Scuola Leonardo, via Darwin 20, 20143 Milan, Italy


Summer evening Italian language course undertook during work placement in Milan.
2006

  Intensive TEFL Course (ITC), York, UK.

  20 hour practical ‘Teaching English as a Foreign Language’ (TEFL) course.
2006

  Scuola Dante Alighieri snc, Via E. Mattei, 69 – 62022 Castelraimondo (MC) Italy
  2 week Italian course developing reading, written and oral language skills.

2002 – 2004     Scarborough VI Form College, Scarborough, UK
                            A Levels:

                            French      

(A)              
English Language
(A)

                            Psychology 

(A)

General Studies     
(C)

                            AS Level History 
(A)

1997 – 2002     Raincliffe Secondary School, Scarborough, UK

                            GCSEs:
                            English Language
(A*)

Mathematics               
(A)

                            English Literature   
(A*)   

Music


(A)

                            French

(A*)              
Science (Dual Award)
(AA)

                            History            
(A*)               
Food Technology
(A)

                            Religious Education
(A*)             
ICT 


(B)

Work Experience

October 2008 – Present – Legal Secretary at Orrick Herrington & Sutcliffe law firm, Milan, Italy.
I am secretary to three Orrick partners who work in the European Corporate department. My work involves translating various legal and business documents from Italian and French into English. I am also regularly required to proofread contracts, as well as licence, trademark and shareholder agreements in English, and also general letters and e-mails. I have frequent contact with English and French speaking countries and also carry out administrative tasks.

June 2008 – August 2008 – English Language Assistant/Teacher at Anglolang Academy of English, Scarborough, UK. I assisted and taught a variety of classes, with foreign students aged 6-60. I also helped to plan lessons and lead project work groups on British culture.

May – August 2007 – Product Assistant at Jobrapido.com, Milan, Italy.
I was responsible for helping to control, develop and co-ordinate the UK Jobrapido website, carrying out web marketing tasks, such as regularly updating the website for organic search and SEO campaigns. I also translated documents from Italian to English, produced written reports and PowerPoint presentations and met demanding sales targets.

October 2006 – April 2007 – English Language Assistant at Lycée La Martinière Duchère, Lyon, France (teaching placement organised through The British Council). I prepared and gave English language lessons to young adults aged 15-23. This included both one-to-one coaching sessions and leading classes of up to 25 students.

July – August 2006 – English Language Assistant at Anglolang Academy of English, Scarborough, UK. I assisted a variety of classes, with foreign students aged 6-60. I also helped to plan lessons and led project work groups on British culture.

July – Sept 2005 Customer Services & Checkout Assistant, Sainsbury’s Supermarket, Scarborough, UK. Here I dealt with customer queries and complaints and the resolution of said complaints and queries. I also assisted on the checkout during busy periods.
May 2003 – September 2004 – Shop Assistant at New Look, Scarborough, UK.
I worked on all areas of the shop floor in this role, assisting customers with queries and clothing advice, working on the checkout, encouraging store card sign-up, and assisting with new shop displays. I was also part of the team that set up the new store when they moved sites.

July 2003 – Work Experience with the Crown Prosecution Service, Scarborough, UK.
This involved general office duties as well as preparation of reports for court.

June 2001 – Office Assistant at Thorpe and Co. Solicitors, Scarborough.
I undertook general office duties such as filing, faxing, photocopying and research for individual cases.

Voluntary Work

· 2005-2006 - Teaching French to Primary School students (aged 5-7) one afternoon a week. I prepared tasks for them weekly and worked closely with other student volunteers and their teacher to develop their understanding as well as ensuring that they enjoyed the subject.

· Organisation of charity events such as sponsored fasts.

· Performing with choirs at events to help raise money for charity.

Transferable Skills

· Computer literate and conversant in Word, the Internet, Excel, PowerPoint, Publisher and Outlook. 
· Efficient use of the Internet, gained and expanded upon during my degree course at Durham, and essential to my roles at Jobrapido and Orrick.
· In both my professional and educational career I have regularly prepared and presented presentations on PowerPoint. This often involves tight deadlines.
· Good knowledge of the Italian and French cultures gained during my degree course at Durham University and during time spent abroad, including knowledge of the EU.
· Experience and understanding of office procedures and business language in English, Italian and French, gained from my various past jobs.
· Excellent team player but also able to work alone effectively.
· Training and experience in Customer Service Skills and Health and Safety gained as part of my previous job with Sainsbury’s. 
· Extended periods of time spent abroad: I spent 8 months in France teaching English, along with spending most summers with a French family from the age of 15. I have now been living and working in Italy for 6 months, having previously spent 4 months here in 2007.
Personal Interests

· Travelling and using my French and Italian language skills.
· I enjoy musical activities including playing the piano, choral singing and attending concerts.
· I regularly attend the gym and swim.
Personal Details

Nationality British

Date of Birth 04 September 1985

Current Full British Driving Licence                                    
Address Milan, Italy
Email h.f.carlile@hotmail.co.uk
Further contact details and references available on request.
