Leonardo Stortiero
88 Donnington Road – London, NW10 3RB 
M: +44 (0) 7825672582 E: lstortiero@gmail.com 
I am a professional and qualified bilingual translator with previous work experiences in the communication, editorial and administrative sector in the UK, Ireland, and Italy. I pride myself on my ability to work under pressure and ensure a high level of attention to detail at all times, particularly in stressful situations. My postgraduate diploma and MA in Translation has equipped me with an in depth knowledge of the English language. I am now looking for a role where I can utilise my communication and administrative skills and grow professionally within the sector.  
KEY SKILLS

· Foreign language – My studies in Translation developed my ability to communicate in English at a fluent level. Furthermore, I am an Italian native speaker. 
· Written and verbal communication skills – In my Examiner and Editorial Assistant roles, I proofread, edited, and produced dozens of documents; worked to tight deadlines and ensured a high level of quality. I can convert difficult subject matter into easy and understandable concepts.   

· Admin skills – I am familiar with Microsoft Office (Word, Excel, PowerPoint and Outlook). In all of mine previous experiences, parts of my job consisted of preparing word and excel documents. As an Editorial Assistant, I filed, photocopied and completed all additional  routine administrative tasks assigned to me. 
EMPLOYMENT HISTORY

Communication & Admin Assistant (Internship)                                                                               Oct 2014 to Jan 2015

CV&Coffee – London, UK - CV&Coffee is a CV writing and training company (www.cvandcoffee.com)                                                                                                                  
· Wrote weekly newsletters, produced engaging articles for the website and coordinated bloggers’ work 
· Successfully organised a promotional event with previous, existing and potential clients
· Key Achievements: My articles were published on social media (Facebook and Twitter) and other websites, including Kaplan’s. Writing compelling articles for the newsletter saw an increase in subscribers (+300); the promotional event was attended by 50% more people than the previous one.  
· At the end of my internship experience, I was asked to join the blogger team. 

Examiner – Temporary contract                                                                                                              Jun 2014 to Jul 2014
University of Cardiff, UK                                                                                                                        

· Transcriptions of audio files and accurate translations from Italian into English; worked towards tight deadlines and always met them 
· Meticulously edited notes, explained mistakes, corrections and gave suggestions to students
· Key Achievements: I received excellent feedback from line management; this experience strengthened my written and verbal communication skills. 
Information Assistant (Voluntary role)                                                                                                Mar 2014 - May 2014

Golden Hinde Trust, London, UK - The Trust works in the tourism sector (www.goldenhinde.com) 
 
· Received bookings via mail, telephone, and face-to-face; responded to international customers in a professional way, thoroughly explained activities and tours offered by the Trust
· Prepared notes and memos for colleagues and being the first point of reference during weekends 
· Key Achievements: Being the only person in the office during the weekend, required to be efficient and able to work with a high volume of customers, while dealing with other office related matters
Editorial Admin assistant & Proof-reader                                                                                   April 2011 – October 2013 
E-ducation.it – Scala Group, Florence, Italy 
· Liaised with other in-house teams - writers, photographers, printers, and production staff to negotiate and monitor timescales for stages in the publishing process; always ensured deadlines were met
· Liaised with international museums, including those in the UK, for the rights to show researched images and corrected the manuscript series 'Twin Stories', tales published as a supplement by a major Italian newspaper, Corriere della Sera
· Key Achievement: My work was particularly recognised for my high attention to detail in identifying spelling and editing mistakes; I successfully met all agreed deadlines and always ensured the delivery of high quality work.
Freelance Translator – Various clients                                                                                             Mar 2011 - Aug 2014
· Translated from Italian into English 

· Key Achievements: published articles and collaborated with major public institutions, such as the Italian-American Chamber of Commerce; repeatedly assigned works by the same client
Communication & Events Assistant                                                                                                     Sept 2010 – Dec 2010 
Ince 2002 s.r.l. -  Rome, Italy
· Supported the team in the organisation of the ‘International Prize for Dubbing’ event  
· Managed relationships with the jury, the voice talent nominees, the dubbing societies, and film distribution companies
· Back office activities; rights trading with film production/distribution companies for audio/video material to be shown during the event
· Key Achievements: I dealt with a high number of V.I.P. clients, always meeting and efficiently responding to their requests; I worked with limited supervision and proactively showed a high level of flexibility by taking on tasks not strictly related to my job. 

Quality Information Assistant (temporary contract, paid internship)                                          Nov 2008 – Nov 2009
University of Florence, Italy
· Improved the information system of the university through front & back-office activities
· Produced reports to monitor didactics quality and updated the website
· Key Achievements: Reports produced were published by the university; I won a national bursary scheme which allowed me to work and be paid for 12 months.  
Italian Language Assistant                                                                                                                       Oct 2005 – May 2006 
Coláiste Chiaráin Secondary School, Limerick - Ireland
· Supported the main teacher in the planning and delivering of engaging Italian language classes; actively promoted the Italian language and culture through a variety of different media outlets
· Tutoring activities; conversational hours and correction of students' homework 
· Key Achievements: All students passed their final exams; planned my workload and adjusted my teaching methods to individuals needs. 
OTHER WORK EXPERIENCE    

· Shift Supervisor - Starbucks Coffee, London, UK – from Feb 2014 to Present
EDUCATION
· Diploma in Translation –Westminster University, London (UK) -  Jan 2014 to Apr 2014
(awaiting results) 

· Postgraduate Diploma in Translation – University of Pisa (Italy) - Mar 2011  
· Master’s Degree in Theory and Practice of Literary Translation – University of Florence (Italy) - Dec 2009 
· Bachelor’s Degree in Foreign Languages and Literatures (English and French) - University of Rome ‘La Sapienza’ (Italy) - Dec 2006; as part of my studies, I spent 4 months in Ireland (Erasmus grant) 
LANGUAGES: Italian (native speaker), English (fluent), French (good) 
HOBBIES: I enjoy watching movies. I am passionate about rock music, from industrial to indie. I love going to museums and watching art in all its forms – in March 2013 I attended a two month course at the Tate Modern, which led to an essay of mine being published on a Tate web anthology.
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