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Personal
Name


Molewijk
First names

Paula Helena Louise

Date of birth

June, 4, 1951

Nationality

Dutch

Address

Pyrolalaan 48




2554 HG Den Haag




Netherlands

Phone


+3170 3250683

Mobile


+310611128242


 

E-mail


paulamolewijk@auslese.net

Profile
Experience and skills:


German-Dutch, Dutch-German translator

Management support 

Project management assistance

German and Dutch interpreter and translation works

Office management 

Tourist guidance

Translations review

2003


-     Dutch-German translation for hotel presentation

2002


-     German-Dutch translations for tourist subject like websites and tourists guides




-     German-Dutch translations in the marketing and design fields

2001


-     Website Dutch-German Resort Hotel d’Amelander Kaap




-     German-Dutch translations in the field of tourism, marketing

2001


-     Press informations German-Dutch about corporate design prize

1998-2000 -     Dutch-German correspondence and quotes for design consultancies

· German-Dutch part of travel guide about Sweden for editor Spectrum

· Dutch-German-Dutch correspondence for German School, the Hague

· English-Dutch Newsletter for software house

Career History


2002-present

Part time office manager for 2D3D Design Studio, Den Haag, Netherlands

2001
                       Part time researcher for EWN editor Sydney, Australia

Oct -Dec  2000      
Part time Hostess for Kronenburg promotions, Netherlands

Part time German teacher for college students The Haghe, Netherlands

Freelance translator 

May-June 2000
Customer Service support for Regus Business Centre, Sydney Australia

1998-1999             Part time course secretary ‘Stifung Sprachkurse Deutsche Schule Den Haag’  

(Language courses German School the Hague

1988- 1999

Office assistance and project organizer at 2D3D, office for graphic and environmental design

1985-1988

Secretary at the Graphic Design Department of the State Printing Office (SDU)

Public Relations employee at the State Printing Officre

1982-1985

Secretary at the Art and Design Department KPN Telecom

1982-1982           
Secretarial support jobs through staffing agencies
1972-1981

Tourist guide and Hostess for the Travel Company TUI, Germany

1971 Hotel receptionist in the Spanish Hotel Santillana, near Barcelona, Spain

1970-1971 Department secretary in the German/Swiss Transportation company  Kühne und 

Nagel, Barcelona

Education and skills

Education
MMS (High school) (1968) European secretary course at the The Hague business school (1970) German translator course at the university for professional Education (1999)

Certificates

Secretarial course

Commercial correspondence in the languages Dutch, English, French, Spanish

         
Practical Public Relations


Certified translator in the German language with government


Accreditation (Dutch court)

Languages

Dutch, German, English, French, Spanish

Computer skills

Apple Macintosh and PC:

basics in Wordperfect, Word, Excel, Filemaker, Exact, Internet Exporer, Powerpoint, Access, E-mail

References

Mrs. Editth Clasen, language coordinator German School, the Hague, Netherlands

Email ediclas@yahoo.com
Mr. Matt van Santvoord, company director 2D3D, the Hague

