Reference for Nina Schmidt

Nina Schmidt (born 12 January 1979 in Nuremberg, Germany) worked for our company from 1 September 2005 to 30 September 2011 where she was responsible for sales and exports.	Comment by Jean: Nuremberg is the standard term used in English for this German city, it is also  found in the OED, and on Google, Wikipedia etc.

From November 2009 she also took on the duties of deputy customs coordinator for us. 

Her main tasks included:
· Preparing quotes	Comment by Jean: The gerund, or '-ing' form of the verb, which functions as a noun, is chosen throughout this section, since it is a standard way of translating German nouns that denote actions: whereas German tends to be 'noun-heavy', English often uses verbs/verbal forms to represent actions.
· Processing orders from start to finish	Comment by Jean: 'Processing' was chosen because it collocates well with 'order', and refers to the whole process, which is the meaning here. In addition, it is frequently found together with 'order' in sales department job descriptions in the UK, e.g. http://www.totaljobs.com/JobSeeking/%28Sales%20Order%20Processing%29.html
· Monitoring deadlines to ensure the goods are dispatched on time in consultation with the planning department
· Processing shipping:
- Completing shipping and customs paperwork, e.g. export declarations (using Atlas system), commercial invoices, packing lists, certificates of origin, letters of credit and long-term supplier declarations 
- Checking exports/checking tariff preferences
· Processing swatch orders:
- Recording the data (EDP) for the swatch department
- Calculating costs and swatches 
- Shipping swatches on time
· Presenting collections, talking to customers and salespeople at trade fairs, on MAX TEXTIL and customers’ premises.	Comment by Jean: Proper names of people, products, companies, less well-known national institutions (for which no standard English term exists) are generally taken over in the target language (i.e. English here), as here.
· Coordinating and making business trips
· Helping to coordinate trade fairs such as Heimtextil, Frankfurt and Decosit/Mood, Brussels; assembling collections of products and swatches and compiling price lists
· Supporting customers on the telephone and in person
· Compiling price lists for our sales representatives; monitoring exclusivity agreements; checking invoices; processing claims and issuing credit notes 
· Negotiating charges with haulage companies
· Managing data using EDP; corresponding with customers, sales representatives and haulage companies 
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Reference for Nina Schmidt
To whom it may concern


Having achieved German State Certification in Business Administration and Textile Technology (Technical College), Nina Schmidt has excellent knowledge of textiles and weaving. 

She has always shown a great deal of initiative and motivation to give her best performance. Her smart, confident appearance and extensive knowledge of the market have helped her to build trusting business relationships with our customers, sales representatives and hauliers, and to represent our interests successfully.
Her success is due not least to her consistent application of her considerable specialist knowledge to her work. 

Nina Schmidt has always been extremely independent, efficient and careful in her approach to the tasks confronting her. We have been totally satisfied with her performance at all times. 

She has behaved impeccably towards her superiors, customers, sales representatives, hauliers and colleagues without fail. 

Nina Schmidt is leaving our company at her own request. We very much regret her departure which is due to a change in her personal circumstances and would like to thank her very much for her consistently excellent work for us. We would also like to wish her the very best of luck and continued success in both her professional career and her private life. 

Kind regards 


Markus Goller 
Managing Director, MAX TEXTIL 

