Marlen Castañeda
1213 Jonah Drive, North Port, FL 34289
Cell: 941-626-6968
Email: mcsgoldenacres@aol.com
Career Profile: 
A highly dynamic, skilled and duly qualified court interpreter with experience in Court Interpretation, providing an essential public service, giving assistance to non-English speaking parties; deep background in performing a variety of language interpretation activities for the court and for parties to proceedings, other court personnel and the public.
Education and Professional Training: 
· Associate’s degree in Paralegal, Edison Community College - 2006
· Executive Bilingual Secretary, Institute America Latina – 1991
· Duly qualified Court Interpreter, FL.
· Spanish Court Interpreter Orientation, CO.
Professional skills: 

· Excellent fluency both verbal and written, in English and Spanish.
· Excellent people skills – ability to work with a wide range of people, from various backgrounds.
· Working Knowledge of the Code of Ethics for Interpreters.
· Good customer service and communication skills.
· Knowledge of MS Office and other software for word-processing.
· Associate’s degree in Paralegal.
· Clear enunciation and pronunciation.
· General erudition and intimate familiarity with both cultures.
Professional Experience: 

Administrative Office of the Courts 20th Judicial Circuit, Punta Gorda, FL




    2007 - Present
COURT INTERPRETER (SPANISH)
· Interpret from English into Spanish and vice versa using simultaneous and consecutive modes at court proceedings and for other court-related departments at the direction of the court. 

· Make sight translations for the benefit of the court of documents including, but not limited to, court petitions, reports, waivers, felony disposition statement forms, and other documents. 

· Interpret for judges, attorneys, court staff, and other court-related departments at the direction of the court. 

· Interpret between languages in court proceedings. 

· Bring to the court's attention any items that may impede the interpreters' performance. 

· Research and understand legal terminology used in court and functions of the court. 
· Receive and process requests for interpretive services.

· Schedule staff and contract interpreters covering requests by The Judiciary, The Public Defender’s Office, The State Attorney’s Office, Private Attorneys, and The Court Administration Division.

· Verify and assure correct remuneration on claim forms (invoices) from contract Court Interpreters.

· Maintain records of interpreters’ claims for compensation and expenses.

· Responsible for drafting annual budget and adhering to its parameters in an exceptionally challenging fiscal environment.

State Attorney’s Office, 20th Judicial Circuit, Punta Gorda, FL

                     


          2002 -2007
VICTIM ADVOCATE (2005 – 2007) 
· Initial contact with and intake of all crime victims.

· Generate data for Division of Probation and Parole.

· Present overall view of the criminal justice system to crime victims.

· Inform and guide the victim as to the requirements and burdens for successful prosecution of case.
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WITNESS COORDINATOR (2005 – 2007)

· Maintain contact with witnesses for trial and deposition.

· Act as liaison between Office of the State Attorney and all prosecution witnesses.

· Plan and coordinate travel arrangements of both in and out-of-state witnesses within very rigid time limits.

· Generate and coordinate the service of subpoenas.

· Act as liaison between Office of the State Attorney and various law enforcement agencies
LEGAL ASSISTANT (2002 – 2005)
· Responsible for maintaining case files for Assistant State Attorneys.  

· Attend arraignments and docket soundings to insure accurate scheduling of court dates.

· Notarize and file charging documents with the Clerk of Court.

· Support professional staff in preparation of stipulated motions, orders, and preparation for hearings.

· Prepare jury instructions for all felony trials.

· Prepare warrants, summons, and subpoenas. 

· Coordinate with Assistant State Attorneys, investigative staff, probation, the private bar, and Public Defender’s Office in scheduling depositions.

· Frequently called upon to translate for investigative and professional staff.

Compañía Agrícola Industrial Santa Ana, Guatemala city, Guatemala  

                                                   1993 – 1996
EXCUTIVE ASSISTANT TO THE CHIEF FINANCIAL OFFICER

· Responsible for preparing all financial statistics – monthly, quarterly and annual reports.

· In charge of petty cash.

· Business transactions, additional clerical support including answering phones and setting appointments.

· International wire transfers.

· Translations/interpretations Spanish English.

