	[image: image1.jpg]



PERSONAL DETAILS

2 August End
Reading RG30 2JP
United Kingdom
M: +44 784 5530 455
@: magda@word2.co.uk
LANGUAGES
Polish (native)

English (near-native), Russian (fluent)

French and German (conversational) 

AREAS OF EXPERTISE

- Medical (General) 

- Medical (Pharmaceuticals) 

- Advertising / Business and Commerce (general) / Finance and Economics, Marketing and Market Research 

- Computer Software and Hardware

- Slang

Also: 

- Art and Humanities / Education and Pedagogy, Human Resources, Linguistics, Social Sciences

- Architecture 

- Automotive Industry
- Engineering (general) 

- Industry and Technology 

- Science (general)
COMPUTER SKILLS
Win/Mac OS

· expert knowledge of MS Office programmes 
· CAT programmes: Trados 2007, SDL Trados Studio, MemoQ, Passolo, Wordfast, OmegaT.
· extensive knowledge of Adobe Photoshop (CS3) and Open Office
PERSONAL SKILLS

Highly organised and efficient

Dependable

Charismatic

Creative

Team player
INTERESTS AND PASTIMES

Skiing 

Sailing

Travelling

Cultural history (especially ethnic minorities)

Clinical language sciences, aphasiology, speech therapy
	
	Magdalena Czajkowska

Objective: Freelance translator

	
	
	PERSONAL SUMMARY

Over 4 years of experience in translating from English and Russian into Polish, and from Polish into English. Postgraduate student at the University of Reading – MA (Res) Applied linguistics programme. Qualified teacher of English. 

Strong education and training in management, marketing, economics and finance, as well as humanities, social sciences and pedagogy. Professional background in management, human resources and pharmaceuticals. Academic interests: clinical linguistics, neurosciences, psycholinguistics. Keen interest in new technologies, computer software, architecture. Other interests: audiovisual translation; slang. 
Enthusiastic and charismatic, with bags of personality. Well organised and dependable; able to maintain professional standards and meet deadlines. 
ACADEMIC QUALIFICATIONS
MA (Res) Applied Linguistics 

University of Reading                                                              October 2011 – September 2012

Certificate in English Language Teaching to Adults
University of Cambridge Local Examinations Syndicate                        January – April 2010

MA Russian Studies               (5 year programme)

Cumulative GPA: 4.1 (5 being the maximum grade)

2003/04 Academic scholarship awarded to students in the top 15th percentile, based on academic performance

Jagiellonian University, Krakow Poland                                          October 2002 – June 2007

Project “Initiative” Management course 

Management skills, basic accountancy, business plan, EU structural funds. Course aimed at students of higher education institutions in Krakow. Places allocated on a competitive basis. 

Krakow University of Economics                                                October 2005 – January 2006
Management and Marketing

Cumulative GPA: 4.34 (5 being the maximum grade)

Jagiellonian University, Krakow Poland                                          October 2004 – June 2005

PROFESSIONAL EXPERIENCE AND SIGNIFICANT ACHIEVEMENTS

Translating and Teaching

Word 2 Word Translation Services                                         February 2011 – till present

OWNER AND TRANSLATOR
Managing a small translation business offering translations to and from English, Polish and Russian. Translating from English into Polish, and from Polish into English. Proofreading. 
www.word2.co.uk 
POLISH / RUSSIAN / ENGLISH TRANSLATOR                      

Freelance translations for various projects
London, UK                                                                        January 2009 – November 2009               
Krakow, Poland                                                                       March 2006 – February 2007
FREELANCE TEACHING ON A ONE-TO-ONE BASIS

Teaching English and Russian to adults; FCE, IELTS, Polish national school exam - Matura
London, UK                                                                           March 2008 – December 2008                                            

Krakow, Poland                                                                       September 2005 – May 2006
Other appointments
The Fridge Bar – Brixton, Music club

BAR MANAGER                                                                          October 2009 – March 2011
Responsible for the smooth running of the club. Maintaining high standards of spirits & wines, service, health and safety and helping to deliver best service to customers at all times.

Duties:

· Employing, training and supervising a minimum of 16 staff in 2 busy bars
· Administration of personnel files; organising the daily rota and duties.

· Daily Stock Control and full weekly audit.

· Overseeing the cash flow of the business; daily and weekly reconciliation of sales, safe checks, cashing up
· Decreased all stock losses and reduced all cash losses since takeover

· Built and increased staff morale and retention by developing a teamwork culture

The Rise Bar and Jongleurs Comedy Club  - Battersea
SUPERVISOR                                                                                    April 2008 – October 2009 
Supervising a team of several bartenders as well as the running of the bar.

Duties:

· Training new staff in bar work, opening and closing procedures, up-selling and customer service

· Preparing the bar for private events

· Supporting the management team in performing weekly stock take

· Supervising re-stocking of the bar and wastage records

· Over the busy Christmas period performed duties of a Section Host: meeting and greeting customers in the venue, supervising food service in a section seating 80 people
Hays Pharma – London, Recruitment Consultancy

CONSULTANT (Russian and Polish markets)                 September 2007 – February 2008 

· Working as part of a team involved in all aspects of researching 

· Locating, attracting and liaising between candidates looking for work and company’s clients who are seeking to employ staff

· Identifying and targeting leads by telephone and email to qualify them and initiate potential business relationship 

Art Gallery DE – Krakow, Poland

ASSISTANT MANAGER                                                                    March 2007 – July 2007

· Administering day-to-day gallery issues

· Cataloguing acquisitions and keeping records and archives

· Liaising with clients and arranging sales 

· Arranging transportation, both national and international

POVOLZHJE SHOPPING CENTRE – Saratov, Russia
2005

MARKET RESEARCHER (Internship)                                               July 2005 – September 2005

Assignments:

· Writing a complete market research plan. Research topic: Factors influencing the selection of brands of clothing among students in Saratov. Investigated brands: United Colors of Benetton, Mexx. Research technique: focus groups. 

· Writing a short-term strategic plan for a part of the shopping centre. 

· Participation in collecting and analysing data gathered in a research study conducted in order to create a profile of the customers of Povolzhje Shopping Centre.


	
	
	References  –  Available on request


