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	PERSONAL INFORMATION
	Tihana Babić Benić
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Poljačka 65, 10090 Zagreb, Croatia 
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 +385 99 2138684   
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translations.littera@gmail.com
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www.translations-littera.hr

	
	Skype tihanab83

	
	Sex Female | Date of birth 21/05/1974 | Nationality Croatian


	JOB APPLIED FOR
	Translator


	WORK EXPERIENCE
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	November 2010 onwards
November 2008 – October 2010
September 2007 – October 2008

January 2002 – August 2007

September 1998 – Decemb. 2001


	Owner of a trade for translation services

	
	“LITTERA OBRT ZA PODUKU I PREVOĐENJE” (Littera trade for language teaching and translation services)

	
	· Translation services - (German/English to Croatian and Croatian to German/English)

· Translations verified by a court interpreter
· Translation focus:

· GDPR documentation

· COVID-19 related documentation

· Business documents related to leasing companies and automotive market

· Business documents and company directives (AML, Code of Conduct, M&A, Compliance, donations and sponsoring, Service Level Agreements)
· Reports (financial reports, status reports, annual and consolidated financial statements, due diligence, management reports, transfer pricing)

· Reports for European Union (e.g. pilot project of customs administration)
· Documents relating to labour market, social and educational policy
· Tax opinions, resolutions of tax disputes, assessments of relevant authorities

· Documents for tender procedure (technical and financial proposal, project description)

· Business operations and projects
· Internal audit reports and findings

· SAP documentation, IT, meeting minutes

· Agreements, engagement letters

· Invoices and bookkeeping records, forms of annual financial statements
· Powers of authorization, verifications by notary public, incorporation deeds, court excerpts and other legal documents
· Clearance certificates, residence certificates, birth certificates, diplomas, certificates and other personal documents
· Construction projects, building development, technical documents, certificates

· Ecology, environment protection

· Web pages, marketing documents

· Newsletters, brochures, articles in professional journals

· Medical and pharmaceutical texts

· Tourism

· Other documents and translations at request


	
	· Translation project management

· Managing all assigned projects 

· Preparing translation proposals

· Delivery of projects to client’s expectations

· Analysis of files using translation memory tools

· Financial monitoring and control of projects

· Time management of translation projects

· Managing day-to-day operational aspects of project and scope

· Engagement reviews and quality assurance procedures

· Coordination of translation team

· Purchase orders and invoicing

· Project planning using methodologies and processes

· Participating in tenders and preparing all relevant documentation

· Filing of documentation and all project related materials

· Written and verbal communication with clients regarding the progress, position and financial status of their projects

· Financial optimization of projects using CAT tools

· Revision/proofreading - translated or original documents

· CAT tools: Trados, MemoQ, XLiff Editor, Translation Workspace

· Language courses for companies and adults

Independent worker
Assistant to the Board

TPA Horwath d.o.o. (audit, tax consulting and bookkeeping company)
· Assistance to the Management

· Preparing and processing of proposals and engagement letters with clients in German, English and Croatian language

· Contacts with international clients

· Translations for regulatory and tax department and for FAS department (Financial Advisory Services)
· Tender procedures

· Marketing services, presentations

· Other assignments and coordination with partners

Private sector 


	
	Translator/Administrator

IB Grant Thornton Consulting d.o.o. (audit, tax consulting and bookkeeping company)
· Translation of annual financial statements and independent auditor’s reports, coordination with auditors and management 

· Preparing and translating of audit agreements

· Various certified translations Croatian-German and German-Croatian for tax and state authorities

· Internet payment transactions for clients

· Consecutive translations for managers and directors

· Written translations of bookkeeping records, tax opinions, communication with public authorities

· Other office duties and responsibilities 

Private sector

Translator/Administrator

CONFIDA - ZAGREB d.o.o. (audit, tax consulting and bookkeeping company)
· Various translations (German, English and Croatian) of agreements, legal documents, documents for marketing activities (brochures, invitations, webpage), management board reports and financial statements, due diligence reports etc.

· Oral translations at public notary, translation of company incorporation documents

· Translation of audit and business reports (Croatian, German and English), contracts, estimations and different kind of expert evaluations, invoices, offers

· Office management and administration

Private sector 


	
	Secretary

· Preparation and translation of business and technical correspondence in Croatian, German and English

· List of invoices, translating of internal and external memos for the Board

· Taking minutes

· Organization of daily meetings etc.

Bank institution
 


	EDUCATION AND TRAINING
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	2011
2007

2004

1998

1988 – 1992
	Seminar for translators and court interpreters organized by translation agency

INCREATUS

Seminar “Translator’s Tools (WordFast, Trados)” organized by INTEGRA
(IT and translation agency)
Certified court interpreter for German language 

German language and Linguistics (University Degree), Faculty of Philosophy in Zagreb

High school (emphasis on languages) in Split
	


	PERSONAL SKILLS
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	Mother tongue(s)
	Croatian

	
	

	Other language(s)
	UNDERSTANDING 
	SPEAKING 
	WRITING 

	
	Listening 
	Reading 
	Spoken interaction 
	Spoken production 
	

	German
	C2 Proficient user
	C2 Proficient user
	C1 Proficient user
	C1 Proficient user
	C2 Proficient user

	
	Professor of German language and literature, VII. level

	English
	C1 Proficient user
	C1 Proficient user
	C1 Proficient user
	C1 Proficient user
	C1 Proficient user

	
	Levels: A1/2: Basic user - B1/2: Independent user - C1/2 Proficient user

Common European Framework of Reference for Languages


	Organisational / managerial skills


	· organisational skills (e.g. coordination between different departments, keeping deadlines for report delivery, coordination of meetings and fulfilling other management’s requirements)
· managerial skills – all duties concerning a business setup, contacts with local authorities, keeping invoices, negotiating with clients



	Job-related skills
	· good command of quality control processes as an independent translator
· experience in setting up of a small business
· discipline in keeping deadlines regarding performed services

· ability to learn quickly, thoroughly and in detail


	Computer skills
	· good command of Microsoft Office™ tools

· CAT tools: Trados, MemoQ, Translation Workspace, XLiff Editor

	ADDITIONAL INFORMATION
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	Memberships


	· Proz.com: http://www.proz.com/profile/1337021
· Linkedin: https://hr.linkedin.com/pub/tihana-babić/27/795/b58
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