
REBECCA J. SEVILLE
42 Pequea Blvd.
(717) 284-5243

Conestoga, PA 17516
rjseville@aol.com

OBJECTIVE
To perform translation, editing, proofreading, and transcription out of my home office.

EDUCATION
Bachelor of Arts in Spanish

December, 1984

Millersville University

Millersville, Pennsylvania

EXPERIENCE
Freelance Translator/Editor/Proofreader, December 2000 - present. Translation from Spanish to English; checking, correction and revision of translations, scripts and Web sites for various businesses.

Assistant, Don Hank Translations, Wrightsville, Pennsylvania, April 1990 - December 2000. Editing, proofreading and transcription of technical articles and patents, reproduction and editing of graphics, general office duties.

Billing Clerk, W.H. Johns, Inc., Mount Joy, Pennsylvania, July 1987 - October 1989. Was responsible for all freight billing (computerized) for trucking company. Typed invoices from bills of lading, mailed and filed invoices, compiled daily totals and followed up on past due accounts. Also assisted with answering telephones, bookkeeping and other miscellaneous duties.

Receptionist/Typist, Busy Beaver Janitorial Services, Inc., York, Pennsylvania, May 1985 - March 1987. Performed typing, editing, copying and other secretarial duties for all office personnel, answered telephones, ordered supplies, assisted in the personnel function, coordinated window cleaning service, billed customers for supplies and window cleaning, assisted with payroll, and other miscellaneous duties as required.
OFFICE AND COMPUTER SKILLS
Typing (80 words per minute with accuracy); WordPerfect 8 for Windows; Microsoft Word 2000; editing copy for spelling, punctuation and grammar; reproduction and editing of graphics; correspondence and billing.

AVAILABLE EQUIPMENT
Gateway 2000, 700 MHz, HP scanner, HP LaserJet III printer, Epson color printer, microcassette transcriber, Internet connection.

