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Objective
I am seeking freelance translation assignments leveraging over twenty years of professional customer service and accounting experience, and 100% fluency in the Spanish language to provide quality translations to businesses and individuals.

Employment
Translator/interpreter 
Years Employed (2001 – present)

Self-Employed
Indianapolis, IN
Projects include:  translation/transcription of over 8 hours of audio files for a criminal case; over 2 hours transcribing/translating a focus group meeting; translation of legal documents pertaining to wastewater treatment; interpretation of worship services  from English to Spanish, and Spanish to English, on an on-going basis; translation/interpretation for a Real Estate agent and a Mortgage Broker; editing/proofreading 21,000+ word legal document translated from Spanish to English; editing translation from English to Spanish dealing with wines.
real estate professional  
Years Employed (2004 – present)

Self-Employed
Indianapolis, IN

 

Responsible for negotiation, writing contracts, setting appointments, responding to inquiries, client services, purchasing, marketing.

Bilingual customer service representative
                                                      (2003 - 2004)
Condumex, Inc.
Indianapolis, IN
Responsible for processing orders for automotive parts from US Customers, communicating end-client requirements to Mexican factories.  Set up procedures for Customer Service Department.

Office manager
 (2002 - 2003)
B & R Services
Brownsburg, IN
Responsible for Accounts Payable, Accounts Receivable, Banking, in-house Payroll, Payroll taxes, Sales, Collections, Customer Service.

Education
RECP
Attended (2004)

Real Estate Practices and Procedures

IUPUI
Years Attended (1994 - 1996)
Spanish
Indianapolis, IN
Brownsburg High School

Spanish, Social Studies
Brownsburg, IN
Treasurer, then President of the Spanish Club; Selected to participate in the Indiana University Honors Program in Foreign Languages for High School Students.

Licenses


Real Estate Salesperson licensed by the State of Indiana

Skills

Spanish 100%


Quicken


MS Office:  Outlook, Word, Excel, Publisher, Powerpoint, Access, Frontpage


WordPerfect


QuattroPro


Wordfast


Internet 

