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ANNA WIECZERZAK[image: ]
Legal Translator and Interpreter Polish > English
PSI level 7, MA, MCIL, AITI


	Nalewki 8, 00-158, Warsaw, Poland
anna.wieczerzak@yahoo.com 
0044 7867126271/ 0048 515108572

	Profile
	

	A UK sworn translator and interpreter specialising in medicine and law. Fully bilingual with nuanced cultural expertise about both Poland and England.


	Education
	

	2020
	Brtish Council Warsaw - CELTA

	2016 – 2017 
	University of Westminster, MA in Translation and Interpreting (Merit)
Translation MA project – a financial thesis from Polish into English 10,000 words

	2012 – 2013 
	Liverpool City College, Public Service Interpreting Level 2 and Level 3

	2011 – 2012 
	Liverpool City College, Foundation Diploma in Art and Design

	2009 – 2010 
	University of Liverpool, Higher Education Diploma in Architecture

	2004 – 2009 
	Walthamstow Hall School, GCSEs: 6As, 6A*s, A-levels: AAB

	IT                                               Trados, MemoQ, Microsoft, Photoshop, html, CSS.


	Linguistic Editing

	01/03/19 – 01/12/19
	Lionbridge Legal (formerly Geotext), London. Proofreading, formatting and linguistic editing of legal translations for a translation agency (full time)

	Translation                         Polish > English

	01/02/18 – current 
	Technical and institutional translation through agencies – pharmaceutical, clinical trials, medical, legal (notarial deeds, contracts etc.) and institutional documents. Up to 2,000 words per day (freelance).

	2017 – current 
	Institutional translation for direct clients: DBS checks, birth, death and marriage certificates.

	01/07/16
	Polish to English translation. Birth Certificate – Abridged copy.

	26/04/13
	Polish to English translation. Medical history, 1593 words.

	                                              English > Polish

	2017 – current 
2016 – 2017 
	Occasional simple texts such as social care reports into Polish.
Technical and institutional translation, medical, legal (freelance).

	Public Service Interpreting
Whispered, consecutive and simultaneous interpreting, sight translation.

	01/07/17 – 01/10/19 

	Working through several agencies, mainly for the NHS and social services. Working for some direct clients including a solicitor specializing in medical negligence. Between two and ten hours a week.

	01/09/16 – 01/07/17
	Working casually while studying through several agencies, mainly for the NHS and social services. Around two hours a week. Public service law and health modules at university, four hours a week.

	01/03/13 – 01/05/13
	Voluntary public service interpreting, directly for Polish service users.

	Conference Interpreting

	2016 – 2017
	Organised and participated in two mock conferences at university. Included relay translation. Conference interpreting module, four hours a week of booth practice.


	English Language Teaching

	02/2013 – current 
	Private Clients
Teaching English to Polish speakers both in Britain and Poland at different levels.

	10/2019 – 10/2021
	L2 Language Consulting
Teaching English to Polish speakers in corporations. Creating own lesson plans from textbooks and own materials. Teaching expert legal language to prepare the student for her state sworn translator exam.

	12/2020 – 07/2021
	Early Stage
Teaching English to children aged 7-9. Creating lesson plans based on the set requirements. Noting absences and giving feedback available to children and parents. Monitoring and marking tests, exams and homework.

	10/2019 – 07/2020
	Advantage
Teaching English to Polish speakers in corporations. Creating own lesson plans from textbooks (Reference attached).

	10/2019 – 06/2020
	Multilingua
Teaching English to Polish speakers in corporations. Creating own lesson plans from textbooks.
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[bookmark: _30j0zll]11/09/18 – 01/03/18 – Lionbridge Legal, London (formerly Geotext)
Client Services Assistant
· Monitoring the inbox and dealing with incoming client requests.
· Estimating the costs of potential projects for clients.
· Putting new jobs through the internal database system and sending them onto the project manager.
· Calculating the costs of complete projects
· Picking up completed projects on the internal system and sending ready projects back to clients.
05/02/18 – 19/07/18 	International SOS, London.
Authorization Executive
· Creating and issuing highly confidential authorization medical letters to clients from a database system. Working to a target to meet key performance indicators.
30/10/17 – 30/12/17	Clearance World London.
Administrator
· Coordinated and arranged skip hires by taking the job order from the client, checking availability and sending out the driver.  Arranged skip permits with local councils.  Inputted job data onto system.
· Sent out invoices and took job payments. Cashed up at the end of the day.  
20/06/14 – 20/12/14    	Barry’s Bar, Sheffield.  	
Barmaid 
08/10/13 – 18/12/14	Adecco, Sheffield. Temporary Medical Clerk, NHS, High Green.
Data Administrator 
· Inputted confidential patient data onto the database system. Processed incoming and outgoing mail.  Handled incoming calls.  Arranged Health Visitor appointments.
17/02/13 – 18/12/14	Adecco Agency, Liverpool.  
Temporary Safeguarding Administrator NHS, 5 Borough Partnership, Liverpool 
· Set up the Datix database system for the team. This involved creating the login details for all the staff and creating instructions for them on how to use the system.
· Organised meetings and minute-took at meetings.  Managed professionals’ diaries on outlook.
· Handled incoming and outgoing calls.
10/12/12 – 11/02/13 	Pure Legal Solutions, Liverpool. 
Sales Representative 
01/07/12 – 10/12/13 	Staffline, Tulip factory, Bromborough. 
Warehouse operative, promoted to Office Assistant.
· Handled incoming and outgoing calls in Polish and English.
· Inspected contractors’ documentation and input it onto the system.
· Assisted with payroll.  Dealt with payment queries.
· Handled the contractors’ signing in and out process.

01/06/12 – 01/11/12	Café Porto, Liverpool. 					Waitress
14/05/12 – 01/09/14 	Liverpool Habitat for Humanity. 				Volunteer. 
29/03/10 – 20/04/10 	Placement Bulanda, Mucha Architects, Warsaw.		Intern 
01/06/09 – 01//09/09 	Stadnina Koni Plekity, Farm, Poland. 			Receptionist/Administrator
01/02/08 – 01/02/10 	Kings Hill Golf Club. 					Waitress and barmaid.
06/08 – 12/08 		Avon 							Representative
20/06/08 – 20/07/08 	London Festival of Architecture 				Volunteer.
06/07 – 01/08 		Coffee Republic, Sevenoaks  				Barista.
06/2007 – 09/2007 	Two Brewers Pub, Shoreham 				Waitress.
Rates and references available upon request
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