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	Europass Curriculum Vitae



	
	

	Personal information
	

	First name(s) / Surname(s) 
	Jemma Pullen BA (Hons.) DipTransIoLET MCIL

	Address
	15 Baileys Mead Road, Stapleton, Bristol, BS16 1AE, United Kingdom

	Telephone(s)
	+44 (0)7816 873 151

	E-mail(s)
	j.pullen.preklady@seznam.cz (jem.frwl@ekit.com)

	Nationality
	British

	
	

	Desired employment / Occupational field
	Freelance/In-House Translator,
Copywriter, Text Editor, Proof-reader, Terminologist, Project Manager

	
	

	
	Full member of the Chartered Institute of Linguists

	Languages
	

	Mother tongue(s)
	English (British)

	
	

	Other language(s) 
	
	Understanding
	Speaking
	W r i t i n g

	European level (*) Self-assessment
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	Czech
	
	B2 
	Independent user 
	B2 
	Independent user 
	B2 
	Independent user 
	B2 
	Independent user 
	B2 
	Independent user 

	Russian
	
	B1 
	Independent user 
	B2 
	Independent user 
	B1 
	Independent user 
	A2 
	Basic User 
	A2 
	Basic User 

	French
	
	B1 
	Independent user 
	B1 
	Independent user 
	B1 
	Independent user 
	A2 
	Basic User 
	A2 
	Basic User 

	
	(*) Common European Framework of Reference (CEF) level 

	
	

	Work experience
	

	
	

	Dates
	01/03/2006 →

	Occupation or position held
	Freelance Translator from Czech and Russian into English

	Main activities and responsibilities
	Translation of documents CZ-EN, RU-EN.

Editing, proof-reading and revision of English language texts.

Creative translation, creative writing and copywriting.

Terminology management, glossary building and maintenance, work with translation memories.

Specialised areas: advertising, marketing & PR; business and corporate communication; websites; legal contracts and legislation; medical documentation and records; energy & environment; personal documentation; SEO; human rights.

	Name and address of employer
	Various translation agencies and private clients 

	
	

	Dates
	02/02/2010 - 30/06/2010

	Occupation or position held
	In-house translator and terminologist

	Main activities and responsibilities
	Trainee terminologist and translator (RU-EN, CZ-EN)
Specialised areas: EU policy and procedures, legislation, human rights, transport, energy, defence, telecommunications, inheritance, international relations, finance, environment

	Name and address of employer
	English Language Unit, Directorate General A 3, General Secretariat of the Council of the European Union, Rue de la Loi, 175, B - 1048, Brussels, Belgium

	
	

	Dates
	28/04/2008 → 31/10/2009

	Occupation or position held
	Multi-lingual Advertising Project Manager

	Main activities and responsibilities
	In-house editing and quality assurance of multi-lingual/multi-market projects concentrating on Central and Eastern European languages and French. In charge of company's CAT software and responsible for terminology management, updating client glossaries and translation memories.

English language copywriting. Creation of master files, creative briefs and reference files.

	
	Coordination of workflow process from start to finish for adaptation of advertising material and general translations. Brand management and evaluation of the effectiveness of ad campaigns. Management of freelance strategic planners, copywriters and translators. Budget and quote preparation and client facing - reporting to Account Director. Internal company marketing - website, blog and SEO.

	Name and address of employer
	Textappeal Ltd., 112 York Road, SW11 3RS, London, United Kingdom.

	
	

	Dates
	01/09/2007 - 25/04/2008 

	Occupation or position held
	Multi-lingual Business Assistant, Premier Farnell Plc., London, United Kingdom.

	Main activities and responsibilities
	Translation coordination and localisation for Eastern European business (PL, CZ, SK, HU, RU).

Proofreading, copywriting and editing of websites and print material.

Interim marketing support for Eastern Europe: print and online advertising, PR.

Organisation and participation of launch events, trade fairs and exhibitions in Eastern Europe (PL, CZ, SK, HU, RU). Diary management and multi-lingual administrative support for two company directors.

	
	

	Dates
	01/05/2006 - 31/08/2007 

	Occupation or position held
	Bi-lingual Executive Assistant to the Head of eBusiness, Monster Worldwide, Prague, Czech Republic.

	Main activities and responsibilities
	Translation of documents, language liaison, internal interpreting work. Document presentation and preparation. Contribution to launch and running of the Russian language Monster website;

International conference and corporate event organisation. Quality Assurance; Design of incentive, motivation and reward schemes. Management of diary and travel arrangements, expenses invoices and project administration functions. Administration of executive board meetings.

	
	

	Dates
	01/05/2005 - 30/04/2006 

	Occupation or position held
	Office Manager, U-Turn Media Group, Czech Republic.

	Main activities and responsibilities
	Translation, internal interpreting work, proofreading, text editing, subtitling for mobile streamed videos, EFL teaching. Management of administration team, cooperation with company directors and team managers. Department budgeting. Recruitment, training and induction of new employees. Conference organisation.

	
	

	Dates
	01/11/2004 - 30/04/2005 

	Occupation or position held
	International Communication Specialist, ICON Communication Centres, Prague, Czech Republic.

	Main activities and responsibilities
	Telemarketing: outbound calls to the UK on various programs (customer acquisition, market research, data capture, appointment making, surveys). Additional responsibilities assisting the management team: Incentive Captain, data entry, organisation of both work-related and social team events.

	
	

	Dates
	07/2003 - 09/2003

	Occupation or position held
	NGO Intern, Baikal Environmental Wave, Irkutsk, Siberia, Russia.

	Main activities and responsibilities
	Translation and proofreading (official documents and web pages), dubbing, interpreting, teaching English, cataloguing, archiving and library work.

	
	

	Education & training
	

	
	

	Dates
	15/03/2010 - 21/06/2010

	Principal subjects / skills covered
	French evening class, with focus on European Union matters. Level: Intermediate (B1)

	Name of organisation
	Alliance française de Bruxelles-Europe, rue de la Loi, 26, B-1040 Brussels, Belgium.

	
	

	Dates
	08/09/2009 - 15/12/2009

	Principal subjects / skills covered
	General French evening class. Level: Elementary 3 (A2)

	Name of organisation
	Institut Français, 14 Cromwell Place, SW7 2JR, London, UK.

	
	

	Dates
	01/2008 - 12/2008 

	Title of qualification awarded
	Chartered Institute of Linguists - Diploma in Translation (Russian)

	Principal subjects / skills covered
	Part-time, post-graduate exam preparation course for the IoL DipTrans, with an emphasis on general translation skills and specialised areas such as technology, business, literature, science, social science and law. Separate bi-lingual classes for Russian (RU-EN, EN-RU) and Czech (CS-EN, EN-CS) covering translation techniques and theory, translation analysis, practical translation, aspects of culture, and grammar and syntax.

	Name of organisation
	University of Westminster, Headquarters Building, 309 Regent Street, W1B 2UW, London, UK.

	
	

	Dates
	09/2005 - 06/2007 

	Title of qualification awarded
	Czech State Language Certification,  Level: Independent user (B2)

	Principal subjects / skills covered
	Advanced Czech language, grammar and syntax. Czech drama classes and performance.

	Name of organisation
	Jazyková škola hlavního města Prahy, Školská 15, Praha 1, 110 00, Prague, Czech Republic.

	
	

	Dates
	07/02/2005 - 14/06/2005 

	Principal subjects / skills covered
	Intermediate Czech language course at Charles University, Institute for Language and Preparatory Studies - Albertov, Vratislavova 10, Praha 2, 128 00, Prague, Czech Republic.

	
	

	Dates
	10/2000 - 06/2004 

	Title of qualification awarded
	First Class Degree in Russian Studies (BA Hons.)

	Principal subjects / skills covered
	Russian Language: Grammar, Conversation, Audio-Visual, Translation (EN-RU, RU-EN). Russian Society: Literature, History, Dissertation on nuclear pollution in the former territories of the USSR.

Czech Language: Grammar, Conversation, Audio, Translation (EN-CZ, CZ-EN). Czech Culture: Literature, Film, History. Multi-Lingual Computing (machine translation, CAT, WordFast). Minor modules: Geography, Psychology.

	Name of organisation
	University of Leeds, School of Modern Languages and Cultures, Department of Russian and Slavonic Studies, LS2 9JT, Leeds, UK.

	
	

	Dates
	09/2001 - 06/2002 

	Principal subjects / skills covered
	Study year abroad: Russian language, grammar, conversation, media, literature, history. Research project into Russian ecology.

	Name of organisation
	Moscow State University (MGU), Centre for International Studies (TsMO), 24/35, Building 1, Krzhizhanovskogo ulice, 117259, Moscow, Russia.

	
	

	Dates
	09/1998 - 07/2000 

	Title of qualification awarded
	3 A-Levels; 1 A/S Level

	Principal subjects / skills covered
	Biology (A), Geography (A), Graphic Design (B); Russian (A)

	Name of organisation
	St. Brendan´s Sixth Form College, Broomhill Road, BS4 5RQ, Bristol, UK.

	
	

	Dates
	09/1993 - 07/1998 

	Title of qualification awarded
	10 G.C.S.E Certificates

	Principal subjects / skills covered
	Russian (A*), French (A*), Biology (A*), Graphic Design (A*), English Language (A), English Literature (A), Geography (A), Maths (A), Physics (A), Chemistry (A)

	Name of organisation
	Bristol Grammar School, University Road, BS8 1SR, Bristol, UK.

	
	

	Personal skills & competences
	

	
	

	Social skills and competences
	Good communication and intercultural skills; reliable and flexible; hard working; motivated; professional; ability to work well independently and as part of a team; interest in professional growth and open to learning new things.

	
	

	Organisational skills and competences
	Strong organisational skills with excellent time and task management. Ability to work unsupervised, solve problems quickly and efficiently, and work under pressure to meet deadlines.

	
	

	Computer skills and competences
	Confident user of Microsoft Office (Word, Excel, Outlook, PowerPoint, Internet Explorer) and CAT tool TRADOS SDLX.

	
	

	Creative / artistic skills and competences
	Creative thinker with an understanding of creative processes. 
Writing, copywriting and creative translation for marketing and literary texts.

	
	

	Additional information
	   Certificate of Interpreters Induction and Training CIIT.                      
   TEFL diploma.
   Hobbies and interests: swimming, yoga, dance, cookery, foreign cultures and travelling.
   References available upon request.


