MARGARET NJERI SOITA
maggiesoita92@gmail.com
THIKA, KENYA

PROFESSIONAL SUMMARY
Accurate, efficient, and detail-oriented transcriptionist/captioner with over seven years of experience in a variety of industries. Skilled in taking accurate notes and quickly turning around high-quality error-free transcripts. Expert typist and administrative team player who works under minimal to no supervision. Seeking a long-term position with a company that values quality and customer service.
SKILLS
· Excellent grammar, spelling, and punctuation skills. 
· Good comprehension skills and effective communication skills.
· Proven research skills.
· Exceptional listening and good typing skills. 
· Ability to follow different style guide guidelines. 
· Team player.
· Detail-oriented.
· Ability to multi-task and work under tight deadline.
· Time management. 
· Technically proficient in Microsoft Office, including Word, Excel, and transcription software programs, such as Express Scribe. 
· Good knowledge of computers and Internet.
WORK EXPERIENCE
AMBERSCRIPT
General Transcription/Closed Captioning, August 2021 to Date, Remote Worker
· Maintains client requirements regarding formatting and notation.
· Edits or omits captions for the viewing audience, specifically regarding profanity.
· Writes captions to describe music, background noises, ambient sounds, and other events.
· Enters commands or time stamps to synchronize captions with dialogue.
· Transcribes audio files from a variety of sources including but not limited to interviews, focus groups, lectures, podcasts, and conferences.
· Ensures that all work is transcribed accurately and promptly to ensure client satisfaction.
AI MEDIA
General Transcription/Closed Captioning, July 2018 to Date, Remote Worker
· Follows specific formatting guidelines and client instructions.
· Maintains confidentiality of all information.
· Adhere to strict deadlines.
· Handles multiple projects and different accents simultaneously.
· Performs quality control checks on finished products.
· Reviews audio recordings to transcribe them accurately into text format.
· Use reference materials as needed to ensure accuracy.
REV
TRANSCRIPTION/CAPTIONING
General Transcription/Closed Captioning, September 2014 to July 2018, Remote Worker
· Performed general transcription of audio recordings in a variety of formats, speeds, and voices to create transcripts for use by the company’s clients.
· Proofread transcripts to ensure accuracy in spelling, punctuation, grammar, and formatting.
· Maintained confidentiality regarding all aspects of work performed within the company.
· Followed instructions regarding assignments and completed assigned work on time according to deadlines set by management.
· Operated transcription equipment including a foot pedal, Express Scribe, and Microsoft Office to quickly input data into digital files.

EDUCATION
[bookmark: _GoBack]Kenyatta University, December 2013
Diploma in Business Administration, Business
LANGUAGES 
English, Fluent
