	
	
	

	
	
	

	Curriculum Vitae
	  

	
	

	Personal information
	

	First name(s) / Surname(s) 
	Hanes Andra - Maria

	Address(es)
	  31, Lacul Zănoaga St., bl. M7, sc. A, ap. 86, 062299, Bucharest, Romania 

	Telephone(s)
	031 409 66 90
	Mobile:
	0722 75 60 60

	E-mail
	contact@traduceri10.ro; traduceri10@ymail.com

	
	

	Nationality
	Romanian

	
	

	Date of birth
	04.12.1986

	
	

	Gender
	Female

	
	

	Desired employment / Occupational field
	Authorised translator

	
	

	Work experience
	

	
	

	Field
	Judicial 

	Experience
	6 years

	Examples of translated documents

	· National, European and international legislation in numerous fields (particularly: constructions, public acquisitions, family law, labour law, commercial law, constitutional law, etc)
· Court deeds (including summons, proxies, judicial sentences, notices, etc)

 

	Field
	Technical 

	Experience
	4 years 

	Examples of translated documents


	Offers, contracts, product descriptions, tender books, utilisation manuals, proceedings, technical instructions, maintenance instructions, cadastral plans, construction authorisations, town planning certificates, publicity materials, specialized articles – industrial constructions. 
Translations and interpreting – labour protection equipments



	Field
	Financial

	Experience
	3,5 years

	Examples of translated documents


	Documents for tenders, contracts, financial situations and reports, business plans, company presentations, income receipts and statements, insurance policies, specialized articles, business correspondence. 



	Field
	Economic

	Experience
	5 years

	Examples of translated documents

	Contracts, privatization decisions, tender offers, price offers and lists, economic/ accounting reports, balance sheets, fiscal reports, offer requests, specialized manuals, press releases. 


	Field
	Banking

	Experience
	3,5 years

	Examples of translated documents


	Financing and leasing deeds, account history, credit conditions, bank audit reports, contracts.

	Field
	Human resources

	Experience
	6 years

	Examples of translated documents


	Labour contracts, collaboration contracts, materials for training programmes, interior order regulations, internal regulations, personal profiles, curriculum vitae, job descriptions, candidates’ employment deeds, receipts. 


	Field
	Medicine

	Experience
	1,5 years

	Examples of translated documents


	Booklets, medical equipment manuals, product presentations, medicine prospectus, clinic information, medical software, multimedia applications in the field, patient data, prescriptions, utilisation guides for personnel and employees, packages, medical questionnaire, glossaries. 


	Field
	Web and IT

	Experience
	5 years

	Examples of translated documents


	Websites in different fields (in collaboration with a local web design company)
Contracts, software products’ descriptions, computer configurations, utilisation instructions. 

	Field
	Literature

	Experience
	2 years

	Examples of translated documents


	Schools and university manuals, fiction.

	Field
	Subtitling

	Experience
	6 years

	
	

	
	

	Education and training
	

	Dates
	November 2008 – July 2010 

	Title of qualification awarded
	Dissertation thesis in the field of Customer Relationship Management/ Graduation Diploma

	Principal subjects/occupational skills covered
	Specialisation: Business Management and Communication

	Name and type of organisation providing education and training
	The National School of Political and Administrative Studies – Faculty of Communication and Public Relations

	Level in national or international classification
	Masters Diploma


	Dates
	February 2007 – July 2008 (Cycle II)

	Title of qualification awarded
	Graduation thesis in the field of Labour Law (“Working periods and rest periods”)/ Bachelor’s Degree

	Principal subjects/occupational skills covered
	Specialisation: European Administration

	Name and type of organisation providing education and training
	The National School of Political and Administrative Studies – Faculty of Public Administration

	Level in national or international classification
	Faculty 


	Dates
	October 2005 – February 2007 (Cycle I)

	Title of qualification awarded
	-

	Principal subjects/occupational skills covered
	Specialisation: Public Administration

	Name and type of organisation providing education and training
	The National School of Political and Administrative Studies – Faculty of Public Administration

	Level in national or international classification
	Faculty 

	
	

	Personal skills and competences
	

	Mother tongue(s)
	Romanian Language

	Other language(s)
	

	Self-assessment
	
	Understanding
	Speaking
	Writing

	European level (*)
	
	Listening
	Reading
	Spoken interaction
	Spoken production
	

	English (authorised translator)
	
	
	Excellent
	
	Excellent
	
	Excellent
	
	Excellent
	
	Excellent

	French
	
	
	Good
	
	Good
	
	Good
	
	Good
	
	Good

	Spanish
	
	
	Good
	
	Good
	
	Beginner
	
	Beginner
	
	Beginner

	Greek
	
	
	Beginner 
	
	Beginner
	
	Beginner
	
	Beginner
	
	Beginner

	
	(*) Common European Framework of Reference for Languages

	
	

	Social skills and competences
	Conservative character, but still with initiative and open to new, I appreciate punctuality and honesty and consider myself a sociable person, extremely communicative, orderly and organized. Also, I consider that among my main social abilities are creativity, adaptability, positive thinking and the capacity of working in conditions of sustained effort. 

	
	

	
	

	Computer skills and competences
	Certificate for the European Computer Driver’s License ECDL Programme – Complete – graduated module examinations: 
· Base concepts of Information Technology (IT)(Module 1)

· Using the computer and organizing files (Module 2)

· Text editing (Word) (Module 3)

· Tables (Excel) (Module 4)

· Databases (Access) (Module 5)

· Presentations (PowerPoint) (Module 6)

· Information and Communication (Module 7)

	
	Advanced software and hardware knowledge.

	
	

	Other skills and competences
	· Translator Authorisation for English language, issued by the Ministry of Justice
· Project Manager course – November, 2008 – March, 2009
· Public Relations for Managers course – July, 2009

	
	

	Driving licence
	Category B.
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