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  SVETLANA SAPUNOVA

422 – 162 Guelph street,

Georgetown, ON,

L7G 5X7

647-299-7458
s.s.sapunova@gmail.com 
Highlights of Qualifications:

With valuable experience of freelance translator for over 7 years, I learnt how to manage my work and personal time, along with that providing qualitative translation according to the given deadline. Sometimes given period to complete the job is very short, but I learnt how to work under pressure. Very often clients have questions about the translated text, but I got used to make responsible translation decisions to be able to explain my choices later. Some clients need you to strictly follow their glossary of terms and I have learnt how to work with glossaries, translation memories, style guides during translation. So many years of verification experience made me very attentive to details. As I’m working with progressive and dynamic company (Idioma s.r.o.) during our collaboration I became very flexible and have learnt how to work with different translation software.
Work Experience
2009-2018 
Translator

Idioma s.r.o., Prague, Czech Republic

During collaboration with Idioma s.r.o. I was engaged in many translation projects of well-known international companies. Was constantly assigned to translate and proofread texts of the clients due to fast and quality work.
My main areas of translation were Manuals for photo cameras, projectors, industrial machines, brochures for medical equipment, etc.

Proficient in MS Word, and worked with such translation software as Trados, iQube, iSync, Express Scribe Transcription Software for transcription projects. 

April. 2018-Till Present 


WIS International

Inventory Supervisor (Full Time)

· Supervise a team of Inventory Counters at customer’s locations that includes pre-inventory preparation and post-inventory reports.
· Provide customer service to new and existing retail customers with ongoing reports, customer service and counter supervision during store count.

· Focus on effective business processes with the retail customers to maintain a good working relationship and receive a customer’s positive post-inventory feedback.
· Coach Inventory associates and delegate tasks during inventory
· Drive counting team with company van to the location if needed

Oct. 2015-Feb. 2018 


ICQA (Inventory Control and Quality Assurance) 

Process Assistant backup/Problem Solver/Trainer


· Plan the working shift, assign individual tasks, prepare and submit reports, monitor the daily activity, adjust and reassign tasks according to the measured volume and the quality indicators – Process Assistant full role at least 2 days a week 

· Lead, guide and train associates to meet quality and productivity goals towards customers’ expectations and satisfaction – trainer (Ambassador) in 2 years with over 40 new employees and managers from different departments trained

· Prioritize and allocate the needed resources for special projects meeting the requested deadlines – Amnesty and Damage items totes project for the entire warehouse – redesigned and completed in two weeks (one week earlier than expected)

· Prepare and perform the daily presentation of the quality department to the head management – awarded by the General Manager in several occasions for the information content and the manner of presentation 

· Special project assignments – part of software developing programs in testing quality and measuring tools for achieving the highest results and reducing the inventory defects, shipping and returning costs – shelves bay mapping and validation award received in 2016

Experience in Russia
2007-2009
Data Base Administrator
2005-2007
Data Base Operator

Komus OOO, Novorossiysk, Russia

During work in this company I was appreciated for my work and got promoted to more responsible position of Data Base Administrator.

· Maintained clients’ database

· Generated reports (daily, weekly, monthly)

· Balanced mutual settlements with clients

· Answered calls

2004-2005
Operator of automation department

2003-2004
Secretary

ARPB bank, Novorossiysk, Russia

During work in this company I was appreciated for my work and got promoted to more responsible position of Operator of Automation department.

· Answered calls

· Typed documents, contracts

· Worked with client’s database
· Input financial reports with bank software (TELEX, OBVED)

· Sent and received electronic payments via special software

Education:
Armavir Linguistic University


Armavir, Russia, 2007

Linguist, Teacher of English language

Kuban College of Culture, Economics and Law


Krasnodar, Russia, 2003

Teacher of Foreign Languages  
Certificate
MCIS Language Solutions, Translator Training Program, Russian into/from English (Toronto, February 2019)

