CURRICULUM VITAE

Surname 
Gwyn-Jones,
Names  
Debra Ann
Address
Calle Saint Tropez 4-410, 03730, Javea

Telephone
636.13.96.88     
E-mail 
debragj@hotmail.com 
Status
Widow

Languages
English as a native language


Excellent  level of Spanish both written and spoken


Knowledge of both French and German.

Others


Diploma in Typing


Computer literate (high level). 


Internet and e-mail.

Education
Current – Diploma in Translation for which I shall sit the exam in January 2010 with the Chartered Institute of Linguists.


From October 1977 to October 1978 I studied at the Institut Français du Royaume Uni in Knightsbridge, London, on a bilingual-secretarial course. 


From September 1970 and June 1977  I was a pupil at 


Dartford Grammar School for Girls. In June 1977 I left 


with 3 “A” levels in French, German and Latin. 


Previously in June 1975 gaining 9 “O” levels in French,


German, Latin, Mathematics, English Literature, 


English Language, Geography, History and Chemistry.
For the last four years I have worked with a Spanish to English translator; the majority of them are insurance claims but also insurance policies, financial documents, contracts or any other translation sent by a client. 
For the last two years I have worked with another translator who sends me documents to be translated when he has too many to do them all himself. 

For the last three years I have worked as a transcriber for a media communications company,. 

From September 1992 I worked for Estate Agencies as the office manager in the Javea area. My duties include the day to day running of the office including: 
a).-Ordering all the necessary stationery. 

b).-Overseeing the upkeep of all office machinery. 

c).-Maintaining the diary for the company director. 

d).-Making appointments for sales staff both with the property owners and with the clients. 

e).-Making appointments with the Notary and making sure all necessary documentation arrives there. 

f).-Making travel arrangements for sales staff and director.
g).-Preparing the copy for publicity in English and Spanish. 

h).-Preparing description sheets for properties in English and Spanish.

i).-Preparing sheets for window display and keeping display up to date. 

j).-Preparing mandates for sale of property. 

k).-Preparing purchase contracts and translating if necessary.

l).-After sales dealing with the utility companies.

m).-Dealing with Town Hall.
n).-Basic accounting.


o).-Dealing with all telephone and personal enquiries.

p).-Maintaining the client and property database. Updating of web site with 


changes.

2.-Aside from working as an office manager I work from home outsource typing from dictation tapes and via the internet. I also still accompany people when asked to interpret. I also do translations of documents sent to me via the internet.  

3.-Between October 1986 and September 1992 I was employed in various companies including:

a).- Temporary secretary to cover leave and help out in busy times. 
b).-Receptionist to cover maternity leave. 

c).-Translator/interpreter working for myself translating minutes meetings, contracts and letters and accompanying people to the Town Hall, doctor, hospital, police station, community meetings etc......

d).-Waitress/bar person helping a friend in a bar (a job I had done for many years in England as a second job).

Between March 1978 and September 1986 I worked as 

a clerical officer in the Department of Health and Social Security. My duties were:

a).-To interview claimants to benefit.

b).-To assess their entitlement to benefit and instigate payment. 
c).-To implement any changes in payments due to change of circumstances or rises in benefits.

d).-To answer any telephone or personal enquiries regarding their payments. 


I have a computer at home with Internet access and also a laptop.
                             I hold a clean driving licence and own a car.
                             My main hobby is reading. 
