 (555) 555-5555                                                         Full Name Here 
                 Professional E-mail Address


Experience 

Most Recent Position  Company Name                                      

         2004 - Current

· Action-item description of responsibilities.  e.g. “Headed up global translation project management for..." 

· Tangible description of what you achieved for the company.  e.g. “Complete 8 translation projects a month...”

Second Position  Company Name

        2003 – Current

· Responsibility 

· Accomplishment 

First Position  Company Name

        2003 – 2004

· Responsibility 

· Accomplishment 

Internship  Company Name

         2001 - 2003

· Responsibility

· Training gained through internship. e.g. “Introduced to risk management analysis and due diligence software...”

· Accomplishment

Education 

Graduate University Name                Degree 
      Specification
 
  GPA:  

                Graduated: Month Year

· Relevant coursework in linguistics, translation studies, and English
· Complete XX # of total courses both on campus and online through the Extension School Program

Global Translation Institute           
Certified Translation Professional (Language Pair)
       
Certification Date: Month Year

· Completed an intensive translator training and certification program focused on (Language Pair)
· Passed an examination covering translation best practices, ethics, effectiveness, and translation project management
· Learned directly from translation experts from around the globe on how to improve my ability to translate effectively
Projects / Portfolio Work (PDF on Website URL)

· Example Translation Project (Year) If you have an example translation project online then you could describe it and link to it here
· 2nd Example Translation Project  (Year) If you have an example translation project online then you could describe it and link to it here

Awards & Extracurricular Activities    

· Professional awards.  i.e. Top University English Students 2004
· Extracurricular activities that promote professional qualities.  i.e. Toastmasters, Volunteering, Exchange Programs, Traveling, etc.

· list whatever networking associations or groups you participated in as well 

