


Cecilia Zhou

Curriculum Vita

Over Ten-year Translation Experience

Specialized in Legal Contract, Tourism & Hospitality, Marketing, Operating Manual  

Professional, dedicated, careful, cooperative, detail-oriented, open minded, and easy to work with
	Email:zhsr915 @163.com
	Mobile: +86 15123286281

	Skype：xiuxing915
	Paypal:zhsr915@163.com

	Rate: USD 0.05 for translation 

USD 0.02 for proofreading
	Available time: everyday

	CAT tools: SDL Trados Studio 2014
	Words per day: about 3000 words


Education: 

2000/09—2004/07
Sichuan International Studies University
English


Bachelor of art

During four years university study, my English level is greatly improved and my understanding of cultures in English speaking countries is deepened. In addition, I've learned a lot of translation and interpretation skills and did a lot of practices. 

Working Experiences
January 2014 till now 
Freelance Translator (Total volume exceeds several millions of words)

As an experienced translator, I like to translate documents that I’m expert in, e.g. tourism, marketing, mechanism and legal field. I have translated millions of words till now and nearly received complaints. 
January 2012- December 2013 
DTP manager in a subsidiary of Language Scientific Co., Ltd 

During this year, I learned a lot in the aspect of desk publishing. I was responsible for receiving tasks from US colleagues, communicating with them, assigning tasks to other staff and instructing them how to deal with each task. Those tasks include conforming PDF or Scan figures to Word format, formatting word files, excel files, PowerPoint files and InDesign file. 

July 2009 to December 2011
 Partner in Chongqing Yunuo Translation Co., Ltd 

I started a translation business with two of my friends. I’ was responsible for all aspects through seeking for and negotiating with clients, finding and managing part-time translator through quality assurance, sending deliverables to clients and after-sale service. 
September 2007 – May 2009  


Translation Manager 

Shenzhen Good Enterprise Limited

This enterprise is a professional translation company specialized in localization of operating documents of consumer electronics, with its main clients mainly from Germany and France, such as Elta and Rotary. I took the office of translation manager, responsible for translating and editing mechanics documents, preparing and editing operating manuals of household appliances and consumer electronics, as well as giving technical support for CAT software, such as Trados, Xliff, Wordfast and so on. 

In this company, after I have received the product delivered by a client, I would first operate the product to understand how it works, and then I would compile the operating manual based on the User Interface provided by the client. I have prepared many operating manuals for various consumer electronics including MP3 player, CD/DVD player, recorder, digital photo frame, radio, speaker and amplifier, and kitchen appliances including shaver, juicer, cooler, alarm and microwave oven, etc. Besides compiling operating manuals, I was also responsible for translating and proofreading operating manuals and mechanics documents.  
2006/09－2007/08：Chongqing Yahu Information Development Co., Ltd  Full-time Translator 

In this company, I have the opportunity to get contact with various legal and financial documents, as this company was engaging in banking investment at that time. In order to promote my ability in translating legal and financial documents, I have read many books both in English and Chinese in this field, which was really a good help to me.  
2004/07—2006/08: 


Full-time translator

Chongqing Lan-Bridge Co., Ltd 

The company is one of largest professional translation service provider in Chongqing, and I was glad to join it after my graduation. I have learned a lot translation skills and knowledge in the company. As a new hand, I was assigned to the mechanics team which was led by an outstanding translator who had rich experience in translating mechanics documents. 
In the company, I was also given opportunity to do translation in the client’s factory, hence I could mange to have a visual knowledge of the machines and know how the machine works, which enabled me to do translation much better. I had translated various mechanics documents, regarding pumps, water treatment, packing machine, pelletization machine and navigation lighting equipment, etc. In addition, I also learned how to use CAT tools such as Trados, which helps me do translation faster and more efficiently.
Computer skills and internet access 

Office 2007 (Word, Excel, PowerPoint, Publisher), Adobe Acrobat Professional, SDL Trados 7.0 (Workbench, TagEditor), SDL Trados 2011, Photoshop, AutoCAD, Macromedia Flash 8, etc. 

I'm skilled in searching and verifying words and expression acceptable for readers and I have full access to internet. 

Certificates and Prizes

2004/06
TEM-8 
2002/06
TEM-4

2000-2004
SISU scholarship for undergraduate

List of Major Projects 

	Major large projects (hundreds of thousand words)


	Client and Description 

	Understanding Our Universe by Stacy Palen, Laura Kay, Bradford Smith, George Blumenthal 
	An English textbook about our universe and the Chinese version has been published in 2016. Here is the link:

http://item.jd.com/11826125.html#comment
 

	Euromoney regular Elearnig Course 
	Regular elarning translation work for Enromoney. 

	oxford-international-education-group-oxford-international-adult-english-schools-brochure-2019-20 
oxford-international-education-group-oxford-international-adult-english-schools-brochure-2019-20
	English language courses for both adults and juniors 80,000 words.  

	Abbyy FineReader Operating Instructions, Kaspersky Kaspersky Total Security 2018
	ABBYY

	Barcelona tourist guide, including introduction of airports, hotels, scenic spots and transportation options.  
	Localization of Barcelona tourist guide website

	 20 pieces of 1000-word guides for the Tourism Australia website 
	Quill 

	Regus editorial 
	Monthly tasks from Quill 

	Thailand Tourism, website translation about tourism and hospitality in Thailand. 
	Mind Your Language 

	Hotel Jen Blog Post
	Monthly task from Mind Your Language 

	Swire Hotels quarterly newsletter
	Quarterly task from  Mind Your Language

	FootSee monthly bulletin
	Monthly tasks from In-Situ Executive Linguist Coaching

	Syngenta Good Growth Plan
	Freedman 

	Fletcher Building End-of-year Performance and Remuneration Review 
	Straker 

	Navigating__the_MPF_Browser, Help_on_Sandbox_Home_page
	Straker; operating manual for a new type browser of Munbo Software 

	Concentrix Agent Dashboard 
	Straker 

	Experian FootFall Retailing brochure 
	In-Situ Executive Linguist Coaching

	
	

	ZALMAN ZM-SHE500 User Manual 
	Fine Translation, from South Korea

	Skydigital ZM-K700M Keyboard User Manual 
	Fine Translation, from South Korea

	SPEED QUEEN Control System, management, brand presentation 
	Mind Your Language 

	MASTER INDEPENDENT CONTRACTOR SERVICES AGREEMENT
	FreeUnion 



	Medical Insurance Plan

Participants Guide of Consumer-Directed Personal Assistance Program 

Code of  Business  Conduct And  Ethics of Brocode 
	FreeUnion 

FreeUnion

FreeUnion

FreeUnion

	Wyndham Worldwide Communications Policy (Global)
	FreeUnion

	Wyndham Worldwide Corporation 2006 Equity and Incentive Plan
	FreeUnion

	MASTER SERVICE AGREEMENT between IPSEN INNOVATION S.A.S. and INC Research, LLC
	FreeUnion

	Framework for Joint Venture And Shareholders’ Agreement between Tenda Nutritional Foods Limited and Winnerwells Group Limited
	FreeUnion

	TeleSign Evaluation Agreement 
	BEPS translation

	TeleSign CHINA Employee Proprietary Information Inventions Agreement_SJB
	BEPS translation

	TeleSign Overview, TeleSign Case Studies 
	Monthly tasks from BEPS translation

	Translation of CVs for engineers working for RTKL
	Shanghai LingoChina 

	MGA marketing documents for China market, including company profile, projects and results, and various brochures.
	Shanghai LingoChina

	Coca Cola marketing materials for China market 
	Shanghai LingoChina

	Survey reports 
	Horizon Research Consultancy Group

	Prospectus and articles of association
	Chongqing Rural Commercial Band

	Stealth Adapted Viruses – Possible Drivers of Major Neuropsychiatric Illnesses Including Alzheimer’s Disease 
	A journal paper; client: Tenda Nutritional Foods Ltd

	Mode of delivery affects the bacterial community in the newborn gut
	A journal paper; client: Tenda Nutritional Foods Ltd

	Establishment and development of lacticacid bacteria and bifidobacteria microbiota in breast-milk and the infant gut 

	A journal paper; client: Tenda Nutritional Foods Ltd


