Catherine A. Hutchison

CMR 440 BOX 1643 APO, AE 09175, USA
Phone Number +(49) 6151-273-8133

E-mail: katiepin@hotmail.com
Qualifications

· Accomplished English to Spanish and Spanish to English translator.
· Experienced Spanish proofreader/editor.
· Skilled in staff training and supervision.
· Experienced with organizing, handling and designing reports and presentations.
· Experienced with transcriptions and producing summaries.
· Experienced customer service representative.
· Proficient with Microsoft Office (Word, Power Point, Excel), Internet Browsers, Quark Express, Windows.
· Good working knowledge of Access and Adobe Photoshop.
· Typing over 50 wpm.
Areas of Specialization

· Business and 
· Communications 
· Marketing and Advertising        
· Public Relations
· Military
· Healthcare
· Human Resources
· Travel, Tourism and Entertainment
· Banking, Legal and Finance (General and Insurance)
CAT Tools

· TRADOS
Professional Experience

Freelance Translator/Editor.  





2003-2007
· Translated and edited printed material such as brochures, newspaper and magazine advertisements, user guides and instruction manuals, magazine articles, website content, press releases, pamphlets, business letters, employee handbooks, affidavits, bid announcements, among others. 
· Translated website pages for the banking industry, hotels, casinos, automotive industry. 
· Performed project management duties to ensure deadlines were met and provide high quality and accurate translations. 
· Some of my clients included Applied Languages, Market Vision, RedGizmo, Matt Organization, Lazar and Associates, Latino Marketing Group, Caníbal Comunicaciones, GlobalHue, and Comercializadora de Cafés Finos.

Translator/Proofreader, ISI/GlobalHue, San Antonio, TX. 

2003-2004

· Translated, proofread and back translated printed media, website pages, television and radio scripts. 

· Responsible for accounts such as Verizon Wireless, DaimlerChrysler, Blue Cross and Blue Shield of Florida, The IRS, Copa Airlines, Continental Airlines, Subimo and The Gambrinus Company.
Cryptologic Linguist, United States Army, Lackland AFB.

2000-2003

· Translated, transcribed and produced summaries. 

· Also worked as a Training Assistant and managed the company’s personnel database (to include input information, keeping database updated, filing records, answering phones).

Data Manager, Latino Marketing, Guatemala


 2000

· Responsible for organizing, handling and designing final reports. 

· Trained and supervised the survey teams on the appropriate use of questionnaires, cards, samples, etc.

Account Executive Assistant, Jotabequ Guatemala. 


1999

· Responsible for handling and organizing presentations for specific advertising campaigns to launch different products throughout Central America and the Caribbean.

· Coordinated the shipping of printed advertising material, invitations, reservations and follow-up for each presentation.

· Started working as a receptionist, in charged of greeting customers, answering a 7-line PBX and delivering mail, and was promoted to Account Executive Assistant within three months.

Education

· Spanish Linguist, U.S. Army, Honor Graduate.

· Baker College Online, Marketing – Currently attending.

· San Antonio Community College, San Antonio, TX, courses in Business.


· Course for Teachers of English as a Second Language, CIAV Guatemala.

· Flight Attendant School, CEFOA, Guatemala.

