Mathilde Jourdan – Dip Trans French-English
_________________________________________________________________________________

Miss Mathilde Simone Jourdan, 53c Kenninghall Road, Hackney, London, E5 8BS
Tel:  +44 (0) 7976 629 622

Email:  mathilde.jourdan@gmail.com
Date of Birth: 1st July 1980 (30)
Nationality: Dual British and French nationally (bi-lingual)

Personal profile

Able to hit the ground running, I am a motivated and enthusiastic individual who is outgoing and adaptable, quickly building rapport with team members and clients. I like to be kept busy and cope well under pressure, able to work as part of a team and use my own initiative to deliver solutions that show strategic understanding and creative thinking. I am currently a PA to 5 senior team members at Lone Star Management, a Private Equity Firm, working on translations in my own time.

I am looking for the opportunity to establish myself more fully as a full-time translator.
Languages:

· Native French and English speaker.

Brought up in a bilingual family in France and attended the International School of Paris until the age of 18 when I moved to a British university.

Since then I have worked in Ireland, Australia and France, currently based in London.
· Moderate Spanish and Italian.

Studied for 8 years before University, have kept a good understanding of both languages.
Education and qualifications:
Sep 2011 - Dec 2011: 
Diploma in Translation (French-English)


University of Westminster, London

Sep 2006 - Jun 2007:
MSc in Rescue Archaeology (Master Professionnel d‘Archéologie Préventive)


University of Montpellier, France
Sep 1998 - Jun 2002:
BSc (Hons) Archaeology 

University of Bradford, England
Sep 1991 - Jun 1998:
International Baccalauréat (OIB)

Lycee International de St Germain-en-Laye, France
Translation experience:

Currently my portfolio includes finance documents specific to my employers and therefore undisclosable.
Sep 1998 – Jun 2002: 
French Translator
, University of Bradford,  Leeds, UK
During my undergraduate studies I translated Archaeological journals from French into English for lecturers and students to which were later published.  
Computer literacy
· PC user: Microsoft Office; Word, Excel, Power Point, Outlook, WordPerfect and Lotus. Type 50wpm.
· Mac user: Adobe PhotoShop, gvSIG
· Active social networker and blogger (Facebook, Twitter, Linked In, Flickr, Tumblr, etc.)

Lone Star Management Europe Ltd

French Executive Assistant

London W1

August 2010 – September 2011
· Personal Assistant to the Chairman and Founder of a Private Equity Fund Firm.
Lone Star Management Europe Ltd

French Executive Assistant

London W1
August 2010 – September 2011


· Personal Assistant to the Acquisitions Managing Director, Real Estate Vice President, Real Estate Executive Director and Managing Director of this International Real Estate and Private Equity Fund firm.

Comic Relief



Executive Assistant

London W1

Jun 2010 – Aug 2010 (temporary)
· Personal Assistant to CEO at Comic Relief Headquarters in London
The Royal British Legion   


Events Assistant


London W1
Mar 2010 – Jun 2010 (temporary)
· Assistant to five Events Team Managers
Archaeologist     



Self employed


Worldwide                                 
Mar 2004 – Mar 2010
My career as an archaeologist throughout Europe and Australia has enabled me to work in a team environment, developing new and innovative methods to adapt to new situations and leading a team from the first phases of the project to the concluding report writing finalizations. I am capable of working in extreme conditions, often in awkward environments. Many projects involved working towards strict deadlines with very discreet PR demands. Excellent communication skills within the team as well as with associates and members of the general public are a vital element of supervising an excavation.  

The Halifax Plc



Mortgage Administrator

Leeds
Jun 2002 – March 2004
· Provided support to departmental managers in a nationwide company
Skills and interests

· Cycling, independent cinema, boutique festivals, contemporary jewellery design and making
· Bilingual in French and English, conversational Spanish and Italian. 
References available on request
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