Constance Ngando Mpondo

39 Prospect Ring

London, N2 8BP

UK

T: + 44 208 444 2582

M: + 44 7886771998

French national

PROFILE:

 An independent and hardworking person (trained as a translator/interpreter) with an eye for detail, good communication and Microsoft Office skills with a wide range of professional experience as a translator/interpreter (computers, user guides, software, food industry, bible and theology, economics, finance, literature, political sciences), as an administrator and in the music industry. Able to work on own initiative and as part of a team. Good analytical and problem solving skills. 

CAREER HISTORY:

Project manager/Senior translator 
CNM Translations, UK
Present

· Finding clients/maintaining client accounts (communication with potential and existing clients…)
· Outsourcing the appropriate translators for client requests

· Quality control (feedback, proofreading)

· Handling communications between translators and clients (regarding quality problems, unsettled accounts, changes, deadlines that have not been respected etc…)

· Payment of translators
· Translation of documents in: SAP, parsing, Finance, IT, telecommunications (GPS/Satnav user guides, mobile phone user guides, mobile strings…), Internet (websites), travel industry (brochures and websites), betting (websites), gambling/gaming, cinema and theatre (scripts, dialogues, synopses), project management related documents, mining, banking, legal documents, publishing, subtitling (with or without time codes), medical questionnaires, confectionery, food, education, literature, employment and discrimination, social welfare, immigration, development, music industry (websites, CD booklets..)- clients include Credit Agricole, Illyria, Esperanto, Applied Language Solutions, The Big Word, Appointments Bilanguage, Manpower, Verbatim, the World Bank, the NHS, the Home Office, Jobcentres, Feature Subtitling, Bollywood movie companies, Ventura Films, T & I Services, Languageconnect, Perle Noire, Belgium, George V Records…
· Video games: Disney (Toontown, Jungle Book 2, Finding Nemo, Lilo & Stitch…)
· Interpreting: market research (Sylab-Ypsis), construction/building, finance (financial webcasts), legal, medical, social and health services,  confectionery, fragrances (perfumes), spirits, cars, health products… - clients include: L’Oreal, Garnier, Renault, Vodka Stolichnaya…
Assistant/Trainee Project Manager – Geotext Translation – July 2009 (temp-maternity cover):  

· Finding new translators

· PDF conversion/Word count verification

· Contacting translators for jobs

· Updating translator availability on company database

· Training for Project Management
Customer service agent; administrator, press officer, booking agent
Conserprod Limited, UK
April 2004 – Jan 2007:

· Promoting World Music Artists
· Promoting Online Retail Shop - Music Products and services 
·  PR work: (press releases, communication with music-related magazines online and offline, promotion of bands online and offline);
· Booking agent (concert booking, payment of musicians, distribution of per diems [expense money], hotel booking, and travel arrangements [flights, train tickets etc…)

· Website maintenance.

Copyright Researcher/Administrator, 

MCPS-PRS Alliance, London, UK

September 2003-September 2005:
· Checking and matching copyright label copies on computer
· Use of Word and the Internet plus internal database (AS 400). 
· German and French language skills involved in product search. 
· Occasional translation of documents for the company (music copyright correspondence) and French lessons
Independent translator, 1993-2003:
· Translation of various documents using Microsoft Office (mostly Word, Excel and PowerPoint), extensive use of the Internet for research – various clients
Receptionist/Holiday booking agent 

Ceritex Boulogne, France

February 1998
· Advertising campaign for the Club Méditerranée
Telesales agent (Insurance products) 
Symphoning, France

January 1998

· For Norwich Union insurance policies sold to clients over the phone
Part-time phone marketing agent, receptionist, customer service agent
Various companies including Phone Permanence, H2A…
1990-1996 

· Booking of appointments, surveys, holiday booking etc…
TECHNICAL SKILLS/TRAINING
· Web Entrepreneur – NCFE Level 2 Certificate in Telematics (Website creation + basic HTML - 2007
· Microsoft  Office 1998, 2000, XP and 2007 (with Windows 98, 2000, XP and Vista) – Word, Excel, PowerPoint, Outlook
· AS400 databases

· Internet

· PC/Mac (OS 9 and OS X)

· Wordfast translation tool
· Planning and Managing your Work (at MCPS-PRS Alliance offices, UK) -How to optimise work load and handle work volume efficiently, taking into account parameters such as energy peaks, privacy, breaks, deadlines etc. - 2005
· Brainbench Written German Skills Assessment - Passed with 2.93/5. Transcript ID number 4858629 available at http://www.brainbench.com - 2005
· City and Guilds teacher training preparatory course 
· Music Industry training course at MCPS-PRS Alliance offices UK - Understanding the different roles present in the industry (publisher, manager, record label, writer, lawyer …) and the importance of the Alliance for all these roles, in order to gain a broad understanding of the Alliance - 2004
QUALIFICATIONS:
MRES Kings College (current) – not yet completed
DIPTRANS (General and Technology) IOL (Institute of Linguists, London, UK) - 2006
BICFET                     (British Institute Certificate in French and English translation) - 1998
DEUG LEA level       (2nd year) English /German - Paris VII University – Jussieu - 1989
BACCALAUREAT D             (Biology- Chemistry) good pass – Thiais - 1987
LANGUAGES:
· Native French

· Fluent English (near native), 
· Basic German
