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Marialba BÁez 
8518 Edgewater Place Blvd
Tampa, FL 33615

Cell:  (813) 810-5633

marialba@mindspring.com 

english–spanish translator and editor
A trilingual language services project manager with over 20 years of experience assessing and training bilingual (Spanish/English) associates and translating, reviewing, and editing critical organizational documents and marketing material, as well as interpreting. Able to motivate, coach, and develop linguists to their full potential and establish rapport with diverse clientele. Productivity and quality oriented with an eye toward bottom line results.

Professional Experience 

CAPITAL ONE, Tampa, FL
2003 – 11/06 
Technical Editor II / Quality Manager

Responsible for supporting success of all bilingual lines of business, products, and channels (including direct mail, voice response system, phone scripts, and correspondence). Manage contracts and tracking sheets. Plan, forecast, and set timelines. Update and enhance processes. Perform language assessments and provide language training. Develop and maintain metrics, issue reports, and review documents for quality assurance purposes.

· Recruited, managed, led, developed, and coached a team of 5-7 language specialists to achieve productivity goals while ensuring quality.

· Developed an electronic “quality tracking worksheet” that better assessed talent, accuracy, and performance to improve customer satisfaction, and reduce company errors.

· Streamlined recruiting process, ensuring an organized, comprehensive, easy-to-follow process.

· Saved company $10 million by streamlining Hispanic automated response system to reduce need for live card activation.

· Wrote the department’s retention policy, and several process steps such as our VRU translation process, improving the timely and accurate delivery of scripts translations via web share drive.

· Streamlined daily business processes, improved operational efficiency levels, and maximized revenue potential through sound business, management, and financial acumen.

· Excellent communication and relationship management skills significantly improved department survey ratings over a two-year period.

Technical Editor (1999 – 2003)
Proofread and edited marketing materials (financial services products) for conformity to legal and regulatory specifications, consistency among components, clarity, typographical accuracy, and quality of translations. Electronic editing using Adobe Acrobat Business Tools. Translated public web site, direct mail solicitations and account management creatives into Spanish on a regular basis. Managed relationships with contractors and internal and external clients. 

· Consistently rated as high performing subject matter expert based upon appraisal results and competency ratings.

· Served as subject matter expert in launching new Spanish products involving company’s partnership with outside partners such as TJ Maxx and Kmart, and our customer base.  

· Appointed to serve as initial compliance specialist and legal liaison for all Spanish customer relations material, avoiding litigation and saving the company potential legal fees.

· Developed style guides and glossary, which was later adopted across the company and by our vendors, improving the company’s communication style and consistency to its customers.

· Managed independent contractors, and managed department in absence of Senior Manager.  

· Drove quality assurance by setting up a Quality Committee with members of all functional units and by consistently tracking department performance matrixes.

· Initiated the use of terminology management software to speed translation turnaround time and improve quality. Program adopted for national company support.

Self employed, USA
  1979 – Present

Freelance Translator/Interpreter 

Over 20 years experience in translation-interpretation of all kind of material for private individuals, corporations and agencies. Review translations completed by others for quality assurance. Work languages: English, Spanish, Russian. Specialize in medical and financial translations. Also direct marketing, advertising, insurance, health care, social services, legal. Fast turnaround. Able to work overtime to meet deadlines. Deliver quality work with professional look.

· Performed simultaneous and consecutive interpretations in national and international congresses, conferences and trade shows (English and Russian into Spanish).
· Served as bilingual guide in several international trade shows and exhibitions.

LOPEZ NEGRETE COMMUNICATIONS, Houston, TX



1997 – 1999
Translation Project Manager 

Maintained contact and coordinated translation projects with clients. Provided estimate for translation assignments received from clients. Assigned projects to staff translators. Monitored projects’ deadlines, style specifications, special instructions and translation review to meet clients’ expectations of accurate translations. Trained translators and helped them with translation issues and software/hardware problems.

· Assisted graphic designers with translations’ layout and layout review to meet deadlines.

· Proofed and edited 100% of translations completed by staff translators for quality assurance.

· Translated for high profile clients such as Humana and Bank of America.

ADDITIONAL RELEVANT EXPERIENCE
Director of Translation Division in charge of recruiting, supervising, and training translators, as well as P.R., communication with clients, advertising and marketing.

In-House Translator of maritime technical materials and interpreter for foreign visitors to Venezuelan Line.

Education AND TRAINING

Translation/Interpretation (English/Russian), Central University of Venezuela, Caracas, Venezuela

Russian Language, Puschkin Institute, Moscow, Former Soviet Union

Information Technology/Computer Graphics/DTP, Houston Community College, Houston, TX

French Language, Arizona State University, Tempe, AZ

representative projects
Humana, Inc: Quarterly published health care magazines, ads, directories, web site.

University of South Florida: Parent Training Curriculum.

Moffitt Cancer Center: Patient brochures on cancer. Several topics.

Bank of America: Brochures, ads and other marketing material on financial products.

RentaCenter: Sales ad and other marketing pieces.

Columbia House: Editing of direct mail material.

Sprint: Advertising material of phone services, and monthly statements.

Beaverton School District: Primary / High School Student Guide and parent’s communication material.

Venezuelan Government’s Protocol: Conference interpreter

Technical Skills / RESOURCES

Knowledge of both Macintosh and PC platforms

Knowledge of HTML, Microsoft Word, WordPerfect, Excel, Illustrator, Photoshop, QuarkXpress, PageMaker, PowerPoint, Adobe Acrobat, Windows 98, SDLX, Trados, and other applications.

PC and Power Mac computers, printer, scanner, copier, fax, internet access

Extensive library of monolingual and bilingual dictionaries, glossaries, grammar books, and other references materials.

Active member of American Translators Association

References, translation samples and additional information available upon request.
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