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	Skills and experience
	· Fluent English, Spanish and French.

· Competent Consecutive Interpreter: Spanish-English/English-Spanish. 

· Competent Translator: Spanish-English/English-Spanish/French-English. 
· Good investigative and research skills.

· Good administrative, report writing and word processing skills.

· Good organizational and planning skills.

· I.T. skills – Microsoft applications (MS-DOS, Office, Excel, Works, and Publisher), specialized applications, email and Internet applications.

	Professional experience
	Jan 09 to date
Lingua Franca 
Accra, Ghana

LANGUAGE CONSULTANT 
· Translation:

Spanish to English, English to Spanish, French to English – legal, economic, journalistic, technical texts, etc.
· Interpretation:

Spanish to English & English to Spanish only - business meetings, court interpretation, conference calls, presentations, training etc.

· Transcriptions:

Focus group discussions, meetings, presentations, sermons etc.
· Administrative Support Services:

Proofreading & editing, word processing & formatting, internet research, event planning, meeting planning & attendance, travel & hotel arrangements, bill paying, on-demand services.
· Spanish Language Lessons: Individual & small groups.
Jul 06 to Dec 08
British High Commission
Accra, Ghana

ENTRY CLEARANCE ASSISTANT, VISA SECTION

· Appeals Support Team Leader: day to day running of the Appeals’ Unit, supervision of the processing of appeals from reception in Accra to despatch to the UK to meet strict deadlines, focal point for all appeals enquiries, correspondence, management of periodic appeals statistics.
· Visa Section Cashier: receipt & processing of protocol visa applications including biometrics, processing refunds & management of Visa Section cash till and imprest, management of weekly, quarterly and annual visa statistics,
· DNA desk: focal point for all DNA enquiries, preparation of applicants for DNA sampling, despatch of samples to the UK, all DNA paperwork.
Aug 99 to Jul 06
Embassy of Spain 
Accra, Ghana

VISA & CONSULAR ASSISTANT
· Visa processing: receipt of applications; document auditing & examination, of documents presented in support of applications; document examination; issue of machine-readable visas; interviews. 

· Correspondence: in-coming and out-going correspondence with various institutions and organizations regarding consular issues
· Enquiries desk (telephone, email, fax, letters)
· Vetting of translations and legalization of documents.

·  Conducting interviews in French, Twi, Fante and Ga for non-English speaking applicants or translating into these languages from Spanish

· Preparation of weekly accounts and monthly statistics
· Processing and issuing of passports

· Management register of Spanish Voters resident in Ghana and Togo

· Processing of births, marriages and deaths
·  General day to day running of the Section

Jan 1999 – Jul 1999
ReadWide Books Ltd 
Accra, Ghana

PERSONAL ASSISTANT TO THE DIRECTOR
· Management of Director’s diary and Secretariat.

· Meeting planning, minutes and reports.
· Liaison between clients and Director as well as between Administration and Director’s Office. 

· Director’s travel arrangements. 

· Organization of events and participation in international and local book fairs.

· Procurement of office equipment and supplies.

· In-coming and out-going correspondence.

June 98 to Aug 98
BMK Particle Board Ltd 
Takoradi, Ghana

IN-HOUSE SALES MANAGER
· Customer Service.

· Promotion and marketing of made-in-Ghana particleboard.

· Procurement and designing of promotional materials.

· Liaison between Production and Sales Department regarding demand and production levels.

· Correspondence – Sales Department.

· Direct in-house sales

Oct 1994 – Jun 1995
University of Ghana, Legon
Accra, Ghana

TEACHING ASSISTANT, Spanish Division of the Dept of Modern Languages

· Spanish Language and Literature tutorials for first through final year students.

Dec 97 to Dec 08
Lingua Franca 
Accra, Ghana  

FREELANCE TRANSLATION AND SECRETARIAL SERVICES 
· Spanish-English/English-Spanish & French-English translations

· Interpretation at business and other meetings and during telephone     conferences etc.

· Secretarial services.

· Event planning & organisation.

· Private Spanish & English language lessons.

Dec 1989 – Jun 1990
Aponapon JSS
Twifo Praso, Ghana

TEACHER (NATIONAL SERVICE)
· French and General Sci: JSS 1 & 2


	Qualifications
	Jan 1995 – Jun 1997 
Universidad de Valladolid
Valladolid, Spain

MA in Sp/Eng Translation of Specialized Texts 04/12/97

Oct 1990 – Aug 1994
University of Ghana, Legon
Accra, Ghana

BA in French with Spanish 14/12/94

Dec 1987 – Jun 1989
Wesley Girls’ High School
Cape Coast, Ghana

GCE Advanced Level 

Oct 1982 – Jun 1987
Wesley Girls’ High School
Cape Coast, Ghana

GCE Ordinary Level

	Certificates / Courses / Workshops
	1997
Int. Air Transport Assoc.(IATA)
London, UK

Standard IATA/UFTAA Diploma, Geneva 29/10/97

2004
Royal Netherlands Embassy
Accra, Ghana

Certificate in Document Examination, Accra 04 to 10/07/04
2006
British High Commission
Accra, Ghana

Making the most of Difference , Accra Dec 2007
Coaching Skills for Managers, Accra 20-21/03/2008
Introduction to Performance Management, Accra 08/11/2006
Entry Clearance Workshop Accra 05-06/10/06

Personal Effectiveness Workshop, Accra 14/09/2006

	Interests / Activities / Other languages
	Reading, travelling, catering, amateur singing, watching documentary films, baby-sitting, hair-braiding, bead-stringing.  

Secretary, Harvest Educational Fund Management Committee

Ghanaian languages spoken: Fanti, Twi, Ga


