
sandra Jane holt

	personal details

	Name:  sandra jane holt
Address:  urb. las acederas 74, 24391 ribaseca (León), spain

Tel:  00 34 987 281317                                   e-mail:  peewee@ya.com
date of birth:  28.01.1962                       Nationality:  british
work Experience

	
	Nov. 2004 – current.   Freelance Spanish – English Translator.

 León (Spain)
· I currently work with several regular customers whose translations vary from very technical to everyday documents and I specialise in the following areas of work: travel and tourism, industrial engineering, environmental issues, company general procedures, textiles and clothing, industrial explosives used in mines/quarries, general correspondence and memorandums.

· Since starting work as a Freelance Translator I have translated various documents, a small example of which are listed below:

· Golf resort publicity and website. 

· Tourism information documents.

· Country and tourist information for FITUR.

· Civil Engineering and Construction Glossary of Terms (50,000 words)

· Wind Energy Project for one of the world’s main wind turbine manufacturers (60,000 words) 

· Translation of the “Pharmadus” website into English.

· Publicity for the Pharmadus “Helps” line of products (herbal infusions).

· Presentation document for a piping and special FRP parts manufacturing company.

· Catering Services Procedure Manual and Flow Charts. 

· Various documents including General Procedures, Technical Data Sheets, Presentations, contracts, etc. for a metal structure and boiler making company who also make wind power systems.

· Product data sheets and various documents for Orica Explosivos Industriales, S.A.

· Various legal documents and certificates (although I am not a sworn translator).

· Promotional material, daily correspondence and seasonal catalogues for a national lingerie company (I work on a daily basis with this company).

· Promotional material for Iberian hams and sausages.

· Building specifications.

· Recipes.

1997 – 2002.  Orica Explosivos Industriales S.A.
  León (Spain)

Management Secretary/Translator

· Bilingual Secretary to the General Manager for Spain and 3 other Managers of this International Australian based company (originally ICI EXPLOSIVES).
· Daily duties included translations of various types of documents, inter-company and legal, monthly commercial and financial reports and statistics, explosive technical data sheets and manufacturing manuals, etc., central filing of all documents, telephone queries, general typing of letters, quotations, memorandums, orders, all in both Spanish and English.
· Member of the SH&E Management Committee (Safety, Health & Environment) including taking and translation of minutes from Spanish to English.

· Regular contact with the local Guardia Civil (Police) as this being an explosives manufacturer, the Police have to be informed of every occurrence taking place within the factory as well as any transportation of goods.



	
	1988 – 1996   Viajes Cresta S.A./Thomson Tour Operations Ltd.
  Lanzarote (Spain)

Secretary/Translator/Head Rep.
· Viajes Cresta S.A. was the local Spanish Travel Agent for Thomson Tour Operations Ltd., and I worked in their local office in Lanzarote where I was in charge of the excursion department and company accounts as well as being the Resort Manager’s Secretary.  
· My work consisted of daily petty cash payments and receipts, organising the excursions for Thomson Tour Operations customers, helping the Resort Manager with her Resort budget, dealing with all the Secretarial work for the office, letters, memorandums, reports, etc., dealing on a daily basis with the Hotel Managers and dealing in general with any customer queries and translations that they may require. I had regular dealings with the local hospital, police and undertaker as I dealt with all medical insurance claims and customers hospitalised or held in custody by the police.

· During the first 3 years I was Head Representative for Thomson Tour Operations with 14 English Representatives under my charge.  I had to deal with any problems arising either for the Representatives or for the Customer.  Twice a week I was also the Airport Representative being based at Lanzarote Airport and dealing with the flights and customers coming in from the UK and returning.

	
	1985 - 1988
Intasun Ltd. & Lanzarote Villas
Lanzarote (Spain)
Travel Representative
· Travel Representative for the above companies attending to their customers and giving them information to enjoy their holidays.
· My work included regular visits to the local hospital and police station to translate for customers from English to Spanish.
· Daily meetings with the hotel management and staff regarding problems arising, etc.

1983 - 1985
The Industial Society
London
Course and Conference Administrator
· Organisation of management training courses and conferences in London, programme design, publicity, bookings, payments, hotel bookings, refreshments and room layout, etc.
1981 - 1983


· Temping in London at Selfridges over the Christmas period.

· Sales assistant in a clothes shop in New Milton, Hants.

· Secretary/Personal Assistant in an Architect design studio in Bournemouth in charge of general Secretarial duties and accounts.



	education

	
	1978 - 1980
Brockenhurst College
              Brockenhurst, Hants
· A’level Dress and Design
· RSA Typing Level 1 and 2 and RSA Shorthand 50, 70 & 80 w.p.m.

1974 - 1978
La Retraite Convent
                         Salisbury, Wilts

· O’levels in English Language, Biology, Art, Dressmaking and CSE’s in French and Maths.

1971 - 1974
Greenacre School
                       Banstead, Surrey

· RSA Poetry Society – Prose reading with merit.

	hobbies

	
	Walking in the mountains, horse riding, skiing, listening to music, and reading. 

	languages

	
	· English – native language

· Spanish – spoken and read to a high standard.

· French – school knowledge, better understood than spoken.


	REFERENCES
· Servicios Coordinados Euromix S.L., Calle Miguel Hernández Nº. 6 bajo, 24195 Villaobispo de las Regueras, León (Spain).  Contact: Mrs Lorena Guerra  Tel: (+34) 987 308032                       E-mail: info@sceuromix.com
· Orica Explosivos Industriales, S.A., Carretera a Villafer Km.7.2, 24239 León (Spain).               Contact: Miss Paz Gonzalez     Tel: (+34) 987 763206     E-mail: paz.garzon.gonzalez@orica.com
· Orica Explosivos Industriales, S.A., Carretera a Villafer Km.7.2, 24239 León (Spain).               Contact: Mr Clemente Rubio – General Manager    Tel: (+34) 987 763206                                 E-mail: clemente.rubio@orica.com
Information and technology


HARDWARE

Intel Pentium 4 Processor 2800 MHz

SOFTWARE
Windows XP Home

Microsoft Office 2003
Internet Explorer

Outlook Express 

PowerPoint


Nero 6
Adobe Reader 8


Acrobat Reader 5

HP Scanjet 3670


HP DeskJet 3650

Panda Antivirus 2009

Photoshop Album Starter Edition 3.2

ADDITIONAL INFORMATION

B1 Driving licence without infringements. 
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