                                                                                                                                                                                                                                                                                                            J                                               Jaromir SMERDA   

Personal data                    inhabitancy: Seifertova 12, 678 01 Blansko

                                 mobil: 07901285990

                                        +420736643247
                                 e-mail: jaromirsmerda@gmail.com





    skype: jaromirsmerda
                                 marital status: single

                                 birthday: 17.11.1975

                                 birth-place: Brno

                                 nationality: Czech

Education 

                   1995-2002      Palacky university in Olomouc
                                  Faculty of Arts
                                  field: philosophy, history, Latin   

                                  philology

                   1999-2001      Masaryk university in Brno
                                  Faculty of Law

                                  field:Law

                   1990-1994      Secondary Grammar school in Blansko
                                  leaving examination passed in Czech 

                                  language,     

                                  English, social sciences and history

Occupations and working experiences:




8/2010-2012       Secondary vocational school Brno






teacher of English and history
2/2009-6/2010     Secondary school of business Brno                                                  

                                    teacher of English                                           

                  2/2009-6/2009     Moravian Secondary Grammar school
                                    teacher of English and history                                          

                  8/2008-12/2008    TCGrün-weis Detmold, Germany
                                    tennis coach                                            

               11/2007-8/2008     Skrivanek, Ltd.  

                                   Methodologist for translating and                                                               

                                   interpreting – Vendor manager and 

                                   consultant for linguistic matters 

                                   head of a vendor office with 6 members  

                                   responsible for outsourcing and 

                                   maintaining databases of translators and 

                                   interpreters; seeking for new translators 

                                   needed immediately who are not in our 

                                   database; recruitment of new freelancers 

                                   for all language combinations offered by 

                                   our company; negotiating about the 

                                   prices; analysing the situation on the 

                                   field of translating on the Czech market 

                                   (prices, services, prospects etc.); 

                                   working out the guidelines simplifying         

                                   and standardizing the process of  

                                   translators’ recruitment, making  

                                   contracts and dealing with complaints and  

                                   reclamations;                        

                                   preparing tests for new translators
                 8/2006-12/2007   Secondary Grammar School in Rájec
                                  teaching of English

                 9/2004-6/2006    Business and Nursing high school in 

                                  Boskovice
                                  teaching of English and History

                 February 2003    Primary School Blansko Salmova
                                  the teaching of English, German and 

                                  History

Another employments:

                 8/1998-12/2002   DCT Chemicals Ltd, Blansko

                                  sales assistant and representative
                                  searching for new clients,   

                                  business assignations and trade trips,

                                  preparing of contracts, dealings with 

                                  business partners, purchasing of goods 

                                  according to the store needs;

                                  promoting and offering products

                                  and service portfolios, administrative 

                                  work 

                 4/1997-6//1997   Central Checque Dijane Ltd, Brno
                                  sales representative

                                  renewal of contracts and negotiating                     

                                  about new ones; developing and following-up 

                                  sales quotations and generating new 

                                  business; maintaining and developing the 

                                  database of clients; identifying and 

                                  successfully resolving customer problems 

                                  presentation of company and promoting of 

                                  services     
  ...before studying at the university

                 9/1994-8/1995    CKD Blansko Inc .
                                  Assistant of Senior Manager 

                                  in Business Department 

                                  purchase orders of electro-technical    

                                  materials for supplying department of 

                                  warehouse; satisfying store needs, creating
                                  of an effective supply system in the
                                  cooperation with store       

                                  staff, business journeys, direct
          



     negotiating with suppliers about prices,
    




     controlling supplies levels and
                                  restocking; maintaining 

                                  and developing suppliers database; working in 

                                  operational program Business

Stays abroad:

                7/2005-9/2005     TCGrün-weis Detmold, Germany
                                  tennis trainer, organization of summer 

                                  camp for sport activities

                 7/2004-8/2004    TC Hiddessen, Germany
                                  tennis trainer, organization of summer 

                                  camp for sport activities

                 1/2002-2/2003    Woodcote School House, Great Britain

                                  tutoring of boys at private primary 

                                  school, organizing leisure time and sport 

                                  activities; help to maintenance staff
                 1/1997-7/1997    UK Housing Partnership, Great Britain

                                  Assistant of Public Relations‘ Manager
                                  short term attachment in unprofitable                                                                                                                                                                                                                                                                                                 

                                  organization, administrative and staff 

                                  work in department of public relations 

Linguistic accomplishment:

- excellent knowledge of English both written and spoken(stays in Great Britain, a few years experience with translating from English to Czech for various clients and agencies (Aspena, Addeco, Amnesty international) in the field of literature, social sciences, law; also participating in forming new Style Guides for translations from English)

- intermediate knowledge of German (ability to communicate, with dictionary able to translate also more exacting or special texts, several stays in Germany) 

- knowledge of Russian (studied for the 6 years, ability to read Russian literature and to communicate on an intermediate level)

- in case of need I can be more concentrated on required language 

My working profile
- skilled in MS applications (working with MSOffice, Power Point, Excel, Access; work on Internet, experienced in graphical programs like a Corell Draw, Photoshop; knowledge of company data processing with programs like Bussiness or Delfy), service and installation of printers or scanners)

- by the up to date working experience proved ability of personal dealing with client

- experienced in book-keeping (without official certificate) plus ability to manage administrative work - ability to work as a team player, flexible and result driven

- ability to solve problems and to focus on results and also to be detail oriented

- able to react positively to costumers
- driving licence B

