CURRICULUM VITAE

Lilijana Matelienė
21 Enfield Road, S41 7HN Chesterfield, UK
Email: lilijanamate@gmail.com
Education 

1. Bachelor of Arts in English language and literature from Vilnius University, Lithuania - June 1996.

2. Economist’s Qualification from the International Business School, Vilnius University, Lithuania (Study programme - International Business)- July 2000.

Study programme of the international business includes: Management, Marketing, Accounting, Microeconomics, Macroeconomics, Investment, Banking, Comparative Law, Corporate Finances, International Certification, Market Research, Financial Markets, Marketing Management, Contract Law, International Marketing, Competition Policy).
Employment History

1. Translator (Lithuanian/English) in the Translation Agency Litinterp (currently renamed into Baltic Translations), Vilnius, Lithuania, www.litinterp.lt,  1996 – present.
2. Freelance translator (Lithuanian/English) in the Translation Agency Panglos, Vilnius, Lithuania,http://www.panglossgroup.com, 2001 – present.
3. Freelance translator (Lithuanian/English) in the Translation Agency Laiko medis, Vilnius, Lithuania, 2003 – present.
4. Freelance translator (Lithuanian/English) in the Translation Agency Kalbų gausa, Vilnius, Lithuania, 2005 – 2006.
5. Freelance translator (Lithuanian/English) in the Translation Agency Ad Gloriam, Vilnius, Lithuania, 2001-2002.
       Texts of translations:

· Official documents.
· Contracts.

· Laws.

· Business plans.

· Marketing strategies.

· Business correspondence.

· Tender documents.

· Press releases.

· Articles.

· Audioguide (about Vilnius).

· Articles.

        Clients include state and municipal institutions, international and local business companies, 

        private clients.
6. Manager in Car Rental Company Litrenta, Vilnius, Lithuania, May 1999 - April 2003.
Responsibilities included planning and organisation of office work, paper work, communication with clients.  
7. Secretary, ChemTransBaltic Ltd., Vilnius, Lithuania, December 1996 – May 1997.  

Responsibilities included organisation of office work, paper work, correspondence. 
Skills and personal characteristics
Excellent interpersonal and management skills;

Excellent computer skills (MS Office);

Fluent in three languages: Lithuanian (native language), Russian, English;

Ability to work under pressure and meet deadlines;

Diligent, honest, friendly.
Nationality

Lithuanian

