TINA ANNA MAROUTIAN

15 BENT OAK

COTO DE CAZA CALIFORNIA  92679

Home: 949-709-1890

Cellular: 949-278-4229

www.geocities.com/languagesoup

CAREER OBJECTIVES:


Seeking a position as translator, highlighting fluency in all areas of the following languages: French, English, Armenian and Farsi.

EDUCATION:


1/90-1/91, University of La Verne Law School (first year only)


BA, 1989, Political Science/International Relations, UCLA


High School Diploma, 1983, St. Mary's Armenian Catholic School, Tehran, 


Iran

WORK EXPERIENCE:




5/91 – present

Freelance Translator/Interpreter in various areas, in addition to holding the full time positions 

listed below.  


Samples of work:

· Intricate technical document, i.e. Operating Manuals for various tools produced by company.
· English to French translation of all hotel menus, hotel safety manual, hotel directory, internal advertising and marketing documents.
· Interpreting for French/Spanish speaking foreign visitors.
· French to English and English to French drafting and translation of correspondence when required.
· Translated policy and procedure guidelines from French to English.
· Interpreted for French/Spanish speaking foreign visitors.
· Translated various documents from English to French for the Concierge department.
· Medical/other package labels and use procedures.

· Immigration documents.

· In person appearance at immigration meetings, medical interviews/appointments, DMV appearances/tests.

2/01 – present









Law Offices of Wylie A. Aitken. Executive Personal Assistant to Founder/Senior Partner.  

        
7/00 – 2/01









Crocker Capital.  Executive Assistant to President and CEO.  


4/94-7/00










Omni Los Angeles Hotel - formerly the Hotel Inter-Continental Los Angeles (439 room Hotel)-

 Management change effective 5/5/00.  Executive Assistant to General Manager. 


9/92-4/94. 










Hotel Inter-Continental Los Angeles. Executive Assistant to Front Office Manager and Resident 

Manager. 


5/91-9/92









Berlitz Language Center.Secretary to School Director and to Western Region Director/ 

Teacher/Translator.


8/90-4/91











Law Offices of Jack Edzant. Law Clerk/Secretary.


6/90-8/90










Medical Outreach for Armenians, Inc. Secretary to Chairman.  


1/90-6/90









Armenian Assembly of America - Western Region Office.  Secretary to Director.


5/87-6/89









Institute of Archaeology/Archaeology Program, UCLA.  Assistant to Administrative Analyst/ 

Graduate Adviser.  

INTERNSHIP/TRAINING:


Hotel Inter(Continental Los Angeles

Stephen Covey’s Seven Habits of Highly Successful People Seminar (8/97)


Management Team Workshop-Team Building (7/95)


Basic Principles of Service Leadership (4/93)


FIT Marketing Training (1/91)


HIS (Hotel Computer System) (11/92)


Berlitz Language Center

Thoroughly trained in exclusive Berlitz Teaching Method (5/91)


Carnegie Endowment for International Peace, Washington, D.C.

Research Assistant to a Senior Associate specializing in International and 


National Security Law (Summer intern program of the Armenian 


Assembly).  Duties included providing research for the articles written by the 


Research Associate and covering relevant congressional hearings.  (Summer  


1989)

AWARDS:


Hotel Inter(Continental Los Angeles

3rd Quarter  1996 - Coach of the Quarter


March 1993 - Employee of the Month

LANGUAGES:


Fluent in English, French, Armenian and Persian.


Working knowledge of Spanish


Elementary knowledge of Russian

SKILLS:


Typing 90+ wpm


Microsoft Office (Word, Excel, Powerpoint, Outlook)


Computerized Diary/Calendar


Palm Pilot


Accounting and Bookkeeping


Transcription


Internet

HOBBIES:

Reading, Art, Cooking, Exercise, Water Sports, Traveling, Music.

REFERENCES:


Harry Amin, Worldwide Welding

HarryAmin@Worldwidewelding.net

Nancy Korban, Charlie Communications 



Charlycom@aol.com

