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PATRICIA PARTEN





113 Liberty Lane, Rockwall, TX 75032  

972-814-3777

PattyPedd@aol.com
As a freelance translator,  I have translated for: 
· Earnest Health

· Double Graphics

· NEC

· Kaiser Permanente

· VERICOM

· Women’s Diagnostics (now now Solis Women Diagnostics)
· Video Solutions International 
· American Television Distribution 
· Marketing 2 Win 
· Strategic Entertainment Inc.

· Our Lady of the Lake Regional Medical Center (International Services, Volunteer Management Office, and TAU Center)
· RHD Memorial Medical Center (Emergency Room and Brookhaven Pavilion)
· Rockwall Independent School District
· GCT Marketing Inc.
· mundayMorning Creative Group (now known as FACETIME Strategy)
·  KJ International 
· Avalon Translations
· Blue Jellyfish Publishers (Australia)
· I am also doing DTP (desk top publishing) in different several languages.
Jackson Walker, L.L.C.

January 2002 – August 2002; Dallas, Texas
Bilingual Legal Secretary.  Word Processing, Heavy computer work, Customer Service, secretarial support - two Shareholders - International Corporate Section of a large law firm.  Served as liaison between Attorneys and Spanish speaking clients in South and Central America. Translated material from English into Spanish and vice versa.  Responsible for organizing all the information necessary to process each new case (initial document to ensure we could take a particular case/client).  Transcription of legal documents;  Legal Contracts; letters, and other day to day typed papers; travel arrangements both in the US and abroad.  Kept up with attorneys’ hours (time spent with the different clients and explaining what they were doing, i.e., which file they were working on) with the use of sophisticated software so that we could charge the different clients accordingly.  Filed letters, contracts, copies of different material in the appropriate client files (libraries for two Shareholders).  Organized client's documentation according to cases.  Created personal library for attorneys.  Communicated with Spanish speaking clients.  Opened and sorted out the mail from clients and organized relevant material for the attorney. 

Jenkens & Gilchrist, P.C.

1999 – Dec 2001; Dallas, Texas

Bilingual Legal Secretary.  Word Processing, Heavy computer work, Customer Service, secretarial support to a Shareholder and an Associate in the International Corporate Section of a large law firm.  Served as liaison between Attorneys and Spanish speaking clients in South and Central America. Responsible for organizing all the information necessary to process each new case (initial document to ensure we could take a particular case/client).  Translated material from English into Spanish and vice versa.  Travel arrangements both in the US and abroad.  Transcription of Legal documents.  Entered hours (special software) for each attorney to charge clients accordingly.  Handled all the documentation for two Shareholders.  Organized client's documentation according to cases.  Created personal library for attorneys.  *When Shareholder left the firm, I went with him to the new law firm.  Communicated with client speaking clients. Opened and sorted out the mail from clients and organized relevant material for the attorney. 


Gardere & Wynne, P.C.

1997 – 1999; Dallas, Texas

Bilingual Legal Secretary.  Word Processing, Heavy computer work, Customer Service, and gave support to a Shareholder and an Associate in the International Corporate Section of a large law firm.  Served as liaison between Attorneys and Spanish speaking clients in South and Central America. Translated material from English into Spanish and vice versa.  Responsible for organizing all the information necessary to process each new case (initial document to ensure we could take a particular case/client).  Travel arrangements.  Transcription of Legal documents.  Entered hours (special software) for each attorney to charge clients accordingly.  Handled all the documentation for two Shareholders.  Organized client's documentation according to cases.  Created personal library for attorneys.  Communicated with client speaking clients.  Opened and sorted out the mail from clients and organized relevant material for the attorney. 
I have also volunteered to translate material for non-profit organizations:
· Children Inc. 
· Action Against Hunger
· “I Had a Dream” of East Palo Alto
· International Society for Prevention of Child Abuse and Neglect (ISPCAN)
· Kid Angel Foundation
· Latinitas Inc.
·  Lost and Found Dog Rescue
· Multiple Sclerosis Association of America (National Headquarters)
· North County Lifeline
· Outpost for Hope
· Precious Gems Supportive Services

· Riverside County Child Care Consortium

Education/LANGUAGES/skills
 
-1984. Miami Dade Community College.  Miami, FL.  Associates in Arts.

-Born and raised in South America.  I speak, write and read fluent Spanish.  

-MS Word (advanced: Tables, Table of Contents, Index, Graphics, etc.), Excel, Word Perfect, Lotus, Outlook, Internet research, PowerPoint, Internet Explorer, Netscape, etc.  

-Typing:  80 wpm.
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