
SYBILLE OTTERSTEIN 
104 S. Fillmore Ave.  sybille.otterstein@gmail.com 
St. Louis, MO 63122  314.966.9887 

1 of 2 

 
EXPERIENCE 
2009-2012 Interlock of St. Louis, Inc., Kirkwood, MO 

Dräger XT Reporting Specialist and Liaison for local Interlock Ignition Device (IID) provider 
• Used QX-Scheduler and QuickBooks (accounts payable); maintained calendar, watched 

deadlines and appointments, typed correspondence, entered data. Answered, screened, 
and routed phone calls, educated and informed clients, filed, archived, and maintained 
records, transcribed from audio tape, conscientiously graded reports and reported 
violations and infractions to courts, probation officers, and others. 
 

2005-2009 German Language Services, Kirkwood, MO 
Freelance translator 

• Worked part-time as primarily English-German translator, edited, and proofread 
generic, scientific, and professional texts, websites, books, and personal documents. 
 

2006-2007 WorkforceLogic/ABE 1099 
Risk Management & Payroll Solutions, Sonoma, CA 
German Google Search Engine Quality Rater/Contractor 

• Researched, analyzed, and graded German search results online, from home. 
 

2002-2004 Community Volunteer 
• International Women of Yale with the Office of International Students and Scholars, New 

Haven, CT 
• Kirkwood School District, Kirkwood, MO (no work permit, H4-Visa) 

 
2000-2001 Inlingua/Accuworld International Inc., West Hartford, MO 

German Language Tutor (Contractor) 
 

1998-2000 Library of the Dept. of Translation & Interpretation (IÜD), 
 Ruprecht-Karls-University, Heidelberg, Germany 

Student Librarian (Part-Time) 
 

1997-1998 Quokka/Sperrmüll Publishing, Lampertheim, Germany 
 Classifieds Department, Call Center Service Agent 

(Typed written and spoken classifieds of all kind) 
 

1987-1997 Wilh. Richers GmbH & Co., General Ship Supplier, Hamburg, Germany 
Receptionist and Foreign Language Assistant 

• Focal point for clients and suppliers: Duties included phones, correspondence in 
German, English, and French, filing, maintaining records, proofreading; purchase of 
office supplies; telex messaging to ships on sea; assistance in day-to-day management 
of the office; routing and opening mail; distributing correspondence and other material 
to the management and other departments; assisting other departments as assigned. 

 
1986-1987 Joh. Bauer GmbH, Mechanical Engineering, Itzehoe, Germany 

Office Administration Trainee and Foreign Language consultant 
• Learned routine office administration duties, use of telex, copy, and fax machine, 

drafted letters in English, translated English and Italian texts into German. Went to 
school two days a week to learn 10-key-typing and the use of the computer. 
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PROFESSIONAL 
MEMBERSHIPS 
 American Translators Association, Alexandria, VA 2004 – present 
 St. Louis Paralegal Association, St. Louis, MO 2011 – present 
 
 
EDUCATION St. Louis Community College, Meramec, Kirkwood, MO 

Paralegal Certificate (Fall Semester 2011/12) 
Dean’s List since Spring Semester 2011 
Ruprecht-Karls-University, Heidelberg, Germany 
Master’s and Bachelor’s degree in Translations, Fall 2002 
University of Hamburg , Hamburg, Germany 
English and Italian literature, culture, and language incl. Basic Latin, 1997/98 
Hamburger Abendgymnasium, Hamburg, Germany 
Associate’s degree in English and French, Fall 1997 
Hamburger Fremdsprachenschule GmbH, Hamburg, Germany 
Professional Certificate for foreign language assistants, Spring 1986 
German, English, French; translation studies 
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