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	Summary
	Hard-working, customer service oriented, free lancer who performs quality translations in Amharic to/from English


	Areas of Expertise
	· Professional translator specializing in English to/from Amharic (Ethiopic) 
· Translated over 20,000 words to date

· Degreed (Associate)
· 5+  years in general accounting
· 10+  years in hospitality industry 


	Experience
	Academy of Translation
	2005-Present

	
	Free Lance Translator
Produced a series of high quality translations for this primary customer
· 70+ documents (about 16,000 words)

· Subject matter included personal applications, forms for municipalities, and personal statements from native-Amharic speakers

	
	
	

	
	ProZ Translations
	2005-Present

	
	Free Lance Translator
http://www.proz.com/pro/110705
· Served a number of international clients in the U.K. and India
· 10+ documents (about 2,000 words)

	
	
	

	
	Homemaker
	1998-Present

	
	Caretaker
Provide round-the-clock care for non-verbal autistic son
· Assist son in all aspects of his daily life, including: personal care, food service, housekeeping, laundry, behavior management, socialization, activities, orientation and information needs
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	Experience
	Contract/Temporary Employment (Dallas, Texas)
	1995-1996

	(continued)
	Accounting  Specialist (COMSYS)
Processed third-party billing for contracted employees

· Input time and expense data for contracted employee

· Generated summary reports for internal distribution 

· Prepared external billings and sent them to customers in a timely manner
Accounting  Specialist (OPTEL)

Processed third-party billing for contracted employees

· Generated and mailed customer invoices
· Processed adjustments on disputed information
Compensation Specialist (Compensation Design)

Supported analysis and training related to retirement funds
· Assisted general manager in all aspects of retirement plan education
· Prepared training materials and handouts for company customers
Data Entry Clerk (LabCorp)

Keyed medical data from forms into computer systems

· 35 word per minute



	
	Lowes Anatole Hotel  (Dallas, Texas)
	1985-1996

	
	Food and Beverage Auditor (1990-1996)

Performed daily analysis of receipts for up to 10 restaurants and bars
· Footed daily receipt totals and categorized the totals into activity types
· Prepared the source documents for archiving

· Prepared and distributed daily summary reports for management
Cashier Supervisor (1987-1990)

Supervised staff of 5 to 10 cashiers for up to 10 restaurants and bars  
· Trained new cashiers in cash handling procedures

· Scheduled staff throughout the property
· Audited cashier safes, banks and drawers
Cashier (1984-1987)

Performed cashier duties at one of 10 restaurants and bars
· Issued checks to servers

· Posted checks into the system for billing

· Paid out gratuities to servers, busboys

· Received recognition for accuracy, customer service


	
	Ministry of State – Agricultural Division  (Addis Ababa, Ethiopia)
	1982-1984

	
	Administrative Assistant

Supported the Research and Advisory Department
· Prepared memos and reports related to various research projects
· Worked with research scientists, etymologists, pathologists and herbologists from all over the world
· Coordinated meetings, filed reports, answered phones
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