Suzanna Skiba

Home phone 020-72638636

  Mobile  0780-3312723

        e-mail: SkibSuz@aol.com

PROFILE:

A multi-lingual ‘all-rounder’ starting a freelance career in translating and copyediting. Therefore, seeking for the opportunity to meet challenges as well as enhance already existing experience in the fields of finance, economics, criminal law/criminology and travel.

CORE SKILLS/EXPERIENCE:

· A passion for languages and the aim to achieve clear and comprehensive communication as well as  the expression of ideas from one language into another.

· Determination to deliver first class and accurate service – three years of freelance translation work (of which two years part-time during degree course) have developed my skills as well as broadened my scope of interest and experience.

· Efficient organisation, combined with attention to detail – my degree programme required research in Italy, which made organisation essential as the dissertation had to be written in two languages. My freelance work requires me to work on various assignments simultaneously and up to deadlines without sacrificing neither quality nor accuracy.

IT SKILLS:

Windows 2000, Microsoft Word, Excel, PowerPoint, Internet. 

Languages:

Mother tongue German, English, intermediate Italian and Mandarin.

Education:

University of East London
1997 - 2001

BA Combined Honours (European Studies and Criminology) – 2.1

First class dissertation 


Travel throughout China and South-East Asia
1994 - 1997

as well as the study of Mandarin and Chinese Culture in Taiwan


Qualified Foreign Language Correspondent  (Fremdsprachenkorrespondentin English- German, German-English)
1992 - 1994

 completed  successful examination at the Chamber of Industry and Commerce,

 Bonn, Germany

Hotel Management Apprenticeship 
1988 - 1991

Qualified as ‘Hotelfachfrau’ at the ‘Golfhotel Juliana’, Wuppertal, Germany


High School (Höhere Handelschule)
1985 - 1987

with focus on trade, commerce and languages, Wuppertal, Germany


Secondary Modern School
1979 - 1985

Wuppertal, Germany


Elementary School
1975 - 1979

Wuppertal, Germany


WORK EXPERIENCE:

Freelance translation work
Sept 2001 -



Sachs Warburgh & Partner, London:                                                                                                      Present                                                                                                                                                                                                                      
                                                                      

· Translation work; mostly in the field of Investment Banking  (English-German / German-English)

· Copyediting

· Transcriptions

· Writing and translating business plans (various sectors of industry / German-English)

Communication Trainer
Summer 2000,

‘Merle & Sheppard Language Consulting’, Wuppertal, Germany
2001

·  Language training (company classes, groups and one-to-one) 

Travel throughout China and South-East Asia
Aug 1994 –

provided language training (various levels and age groups) as well as                                                   Sept 1997

and copyediting work in Taipei, Taiwan for Intertek Testing Services

Taiwan Ltd. (Shipping/Marine services)



Secretary/PA, ‘PETROM GmbH’,

April 1993 -

mineral oil company, Düsseldorf, Germany
June 1994 

· Full secretarial support for the Managing Director, audio typing

· Handling all mail 

· Preparation of weekly reports

· Client care

Secretary/PA, ‘Voigt & Kehr’,
March 1992 -

advertising agency in Düsseldorf, Germany

April 1993 

· Handling all correspondence

· Intensive client care

· Prepared the placement of advertisements

· Audio typing, copy typing

Functions Supervisor, ‘Golfhotel Vesper’, Wuppertal, Germany

Feb 1991 – 



March 1992

· Organisation and supervision of all functions
· Occasional cover for reception


Hotel Management Apprenticeship 
Jan 1988 –


 Feb 1991
The apprenticeship involved practical work experience in all areas of the hotel 

including reception, reservation, sales, accounting and food and beverage management

as well as weekly hotel management theory. 

