
Ms. Ariane

Admin Coordinator / English - French Teacher
ariane-283737@2freemail.com
OBJECTIVE

A Suitable position with an organization where I can make use of the best of my skills and abilities that fit to my Education, skills and experience, a place where I am encouraged and permitted to be an active participant as well as a vital contributor to the development of the Company.

PERSONAL DETAILS
MARITAL STATUS:     
SINGLE

DATE OF BIRTH:      
14th MARCH 1989
RELIGION:     

CHRISTIAN

NATIONALITY:       
CAMEROONIAN
WORK EXPERIENCE

September 2014- till date: work at Buea Intensive English Program (B.I.E.P), CAMEROON
POSITION:    teacher and office assistant
RESPONSIBILITIES:
· Mentoring French speaking students to improve their level in spoken and written English

· Preparing the participants for their various end of course presentations

· Taking the participants out for field trips and interactions in English areas
· Booking appointments and organizing meetings
· Recording of incomes and expenditures on excel, organizing bills

· Checking the center’s mail box and replying to the mails, giving precise information about the center

· Answering phone calls

· Typing, printing and photocopying documents

July-September 2014:  INTERNSHIP IN A TRANSLATION AGENCY, MEDIATURES LTD, BUEA-CAMEROON  
 POSITION:         TRANSLATOR   
RESPONSIBILITIES   

· Translating and revising texts and projects
· Submitting both soft and hard copies of the translated projects to the project manager and to the Head of translation unit
EDUCATION:

	YEAR
	SCHOOL
	DIPLOMA

	2013-2016
	ASTI (Advanced School of Translators and Interpreters), University of Buea, Cameroon
	Masters in translation
(French-english-spanish)

	2010-2013
	University of Yaoundé I
	Bachelor’s degree in bilingual studies (French-English)

	2009-2010
	Fultang Bilingual College
	Baccalauréat A4 espagnol

	2008-2009
	Fultang Bilingual College
	Probatoire A4 espagnol

	2006-2007
	Fultang Bilingual College
	B.E.P.C


LINGUISTIC PROFICIENCY

· Excellent mastery of spoken and written French  

· Excellent mastery of spoken and written English  

· Good mastery of spoken and written Spanish 

 SKILLS

· Ability to work under pressure

· Maintenance culture orientation

· Excellent in written and verbal communication

· Computer literate (Microsoft Word, excel, PowerPoint, SDL Trados, Wordfast…)
· Team work

