UNIVERSITY OF CARTAGENA

Taking ownership when working within a Foundation from home.

by

Maria Angelica Guerra Pizarro

Irina Sysoeva, Chair Carlos Andrés Benavides Leon

PhD in Education M.A. in Education

Head of the Foreign Languages Programme Foreign Languages Programme Professor
Nadia del Carmen Morales Morales Lina Maria Moreno Serna

PhD in General and Comparative Literature M.A. in English Language Didactics
Foreign Languages Programme Professor M.A. in French Sociolinguistics

Foreign Languages Programme Professor

Yudis Judith Contreras Martinez

PhD in Hispanic Literature and Cultural Marian Lissett Olaya Mesa
Studies M.A. in English Language Teaching for
Foreign Languages Programme Professor Self-directed Learning

Foreign Languages Programme Professor

CARTAGENA

November, 2022



Taking ownership when working within a Foundation from home.

Maria Angelica Guerra Pizarro

Foreign Languages Program

School of Human Sciences

University of Cartagena

November, 2022



Acknowledgements
“Success is the sum of small efforts, repeated day-in and day-out”

Robert Collier

First of all, I would like to thank God who has held my hand and been with me in every

step | have undertaken.

| am very grateful to my family and friends who were by my side and helped me to
move forward on this path. | am especially grateful to my special partner, Alejandro Castro

Zufiiga, who was always attentive and ready to help me unconditionally despite being busy.

| also would like to express my gratitude to the internship and volunteer coordinator of
the Conviventia Foundation, Jeisson Delgado, for giving me the opportunity to be part of the
great Conviventia family and for trusting in my abilities and for providing me support during

my period as an intern.

Last but not least, | am grateful to all the people who in some way or another supported

me and made this process a gratifying experience of growth in an integral way.



Table of Contents
Introduction
Obijective
Context and Expectations
Clientele & Co-Workers
Immediate Supervisor/Mentor
My Role in the Company
Identifying a Problem
Proposal for Solutions
Implementation of Plans
Outcome
Conclusion
References

Appendix

13

20

22

26

28

30

32

33

34

36



Introduction
Dear reader, this business report contains the meaningful and gratifying experience of
a foreign language student from the University of Cartagena, who took her first steps in the
professional field through her internship for a period of eight months with the wonderful

foundation known as Conviventia.

In addition, you will read about my duties during my time at this foundation, where |
put into practice the knowledge | acquired in the academic years of my university studies. |
was able to gain additional skills and knowledge by carrying out the tasks and duties that I was
assigned. | learned about their processes, and the projects they offer and perform on a daily
basis to help the integral growth and development of children, youth, families and communities
around the country. Through small and continuous actions, they have created monumental

changes.

Finally, in this document you will learn about my performance facing unexpected
situations, challenges, and issues that arose along the path, and how I dealt with them, by

providing feasible solutions with the monitoring of my immediate supervisor.



Objective

The main objective is to show how | developed a successful action plan to improve the
tasks | was assigned within the internship. This was accomplished due to the proper use of
different tools that helped me find adequate solutions to the various problems | faced
throughout my time as an intern at the foundation.

In addition, I will highlight the knowledge that | acquired during this stage.



Context and Expectations

Conviventia is a non-profit foundation. The main office is located at Carrera 8 #2 - 72
Bogota, Colombia. Through a wide range of programs focused on empowering people and
generating sustainable transformation, Conviventia's projects strengthen the capacity of
individuals, families, and communities to build a firm foundation for growth. The foundation
works through projects that help pre-school, elementary, and secondary education which are
carried out directly by the schools opened by the organization called Dios es Amor (God is
Love). They are located in impoverished areas of Cartagena (El Pozon), Barranquilla (Las
Américas), Soacha (Altos de Cazucd), and Bogota (Lucero Alto). Also, this project for
education works in the Community Development Center in Las Cruces (Bogota) and through
the alliance with four public and private educational institutions in Riohacha and Manaure
(Guajira). All projects are developed through financial resources provided by sponsors and

donors, most of which are English-speaking foreigners.

The foundation's main purpose is to promote sustainable transformation processes in
individuals, families, and communities facing poverty and vulnerability. They are recognized
for the effectiveness and sustainability of their actions and positive impact in the communities
in which they work. Their purpose is to extend a helping hand, witness transformation in the
lives of hundreds of people, guide them to recover their dignity, and recognize their value and

capacities.

The foundation originated in 1966 when two missionaries arrived in Colombia,
focusing initially on evangelism. In 1978, they began to assist vulnerable children in Bogota.
In 1992, more than 250 children in marginal areas of Bogota and Soacha received benefits from

the Dios es Amor schools . In 1996, the youngest daughter of missionary and current director,



Missy Christie, established the Dios es Amor corporation. In 2001, this foundation extended
its action to the Atlantic Coast, with projects focused on children, youth, family, and economic
development. In 2016, The Dios es Amor Corporation commemorated 50 years of missionary

work in Colombia and changed its name to Conviventia.

This foundation has qualified teams in all areas such as: a quality management system
accredited under the 1ISO-9001:2015 standard, a functional organizational structure, an
innovative knowledge management process, and an organizational culture oriented to
continuous improvement, respect, and efficiency. My boss, Elizabeth Cafion, is the director
of the International Sponsorship program, in which I perform most of my assignments. My

supervisor, Pilar Morales, was in charge of designating and supervising the interns' tasks.

Several years ago, through an acquaintance, | heard about a foundation that helped low-
income communities, families, and children in several cities across the country. An
organization that works with international sponsorship. Due to this information, and what 1
found on social networks about Convientia, the desire to be part of that organization was born

inside of me.

Since | heard about this foundation, | have identified with its social reason, mission,
and vision; therefore, | wanted to add my personal and professional life as soon as possible to
this organization so that I will not miss such a wonderful opportunity. For me, the possibility
of being part of an organization like this one was a desire both personal and professional. On a
personal level, it has long been my passion to be a part of an organization that provides help to
people in need. Therefore, | refer not only to financial needs but also education, emotional, and
psychological support. This foundation provides this kind of help and being a part of it became

a goal for me. On the other hand, as a professional, | was attracted to the fact that, in this



organization, close ties are maintained with people from abroad who have English as their first
language, not only the sponsors, but some employees who are from the administrative positions
or who represent the foundation in countries, such as the USA. In this, | saw a great opportunity

to apply and put into practice a lot of my knowledge regarding the English language.

With this in mind, my aspirations to exercise my skills were reinforced while | was a
part of this organization. Without a doubt, I could apply and improve my writing, listening, and
speaking skills, learned from the English language. As soon as | realized that | could develop
my skills, 1 saw myself improving and growing in each one of them. | did not leave aside the
possibility of improving myself, while | was giving forth my best effort. My objective, in that
moment, was to do my bit to help them with the language gap, so that it would not be an
impediment for good communication and could strengthen ties between those who extend their

friendly hand to help with those who receive and value that support.

Taking into account the above, this union of both areas made me see this organization
as an excellent place to grow in an integral way. Thus, becoming part of this foundation as soon
as possible became an achievable goal in the medium term. At the beginning, it was not easy
for me to join because, in the city of Cartagena, where | live, there are no vacancies on my
profile, but only seasonally. The positions | could perform, according to my profile, were in

the administrative divisions based in Bogota.

Furthermore, before | found a place for my seventh semester internship, I sent my CV
to several companies and organizations, including Conviventia. Being a part of an organization
where | could put into practice the knowledge | have acquired during my years at the university

was very important to me. A few months after looking for an internship position, | received a



call from Mr. Jeisson Delgado, who was in charge of recruiting interns and volunteers at
Coviventia. He advised me that | was one of the interns selected to join that semester, and then
he proceeded to ask me some questions. | remember, while doing the interview, he explained
to me some of the tasks that | was going to be performing in this new position to which I was
to be placed. In addition, he informed me from the beginning that my internship would be
entirely virtual, which, at that moment, made me think that perhaps the tasks | was going to
perform were not going to meet my expectations. However, | continued with the process
because | realized that, even though I would be performing my tasks from home, I could learn

and grow both professionally and personally.
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Clientele & Co-Workers

This organization works daily to reduce poverty on a national scale. One of its goals is
to bring sustainable transformation through projects that have a direct impact on individuals,
families, and communities. According to the 2021 Annual Report (Conviventia), every year
more than 2,500 children and youths receive access to quality education. As well as, more than
2,200 students were involved in the projects that are developed daily. Among these projects
are pre-school, middle school, and high school education, in Dios es amor schools, located in
disadvantaged neighborhoods in various cities throughout the country, and the Community
Development Center (CDI) in Las Cruces ( Bogota). A total of 1,244 children in the country
participated in School Accompaniment and Family Support projects, specifically, in the
department of La Guajira, through the partnership with four public and private educational
institutions in Riohacha and Manaure, where 166 students were benefited through said projects,
allowing a higher number of students to remain in the educational process. In addition, the
Higher Education project for some graduates of Dios es Amor schools enabled forty-four

youths in some cities to progress towards the development of their vocation.

Taking into account the above, a large number of the people from CDI's headquarters,
Dios es Amor schools, and other institutions allied with this foundation to benefit significantly
from the aforementioned projects. Through the Pre-school Education project, 203 girls and 269
boys, from ages 2 to 5 years old, received educational attention in the Dios es Amor schools,
CDI Las Cruces in Bogota, and CDI Las Americas in Barranquilla. Regarding the Elementary
and High School Education Project, 827 girls and 902 boys received formal educational
services for elementary and high school children through the Dios es Amor schools. Both
projects were developed following the pedagogical model, School with Purpose, with emphasis

on the development of life skills and the adoption of good principles and values.
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On the other hand, through the School Accompaniment project, 366 girls and 473 boys
from partner institutions in Bogota, Soacha, Guajira, and the Family Support project, and 194
girls and 211 boys from vulnerable communities in Bogota, Soacha, and Cartagena, received
specialized training and guidance to contribute to the academic permanence and success of
students at risk of dropping out of school. Likewise, through the Higher Education project,
young people from Bogota, Cartagena, Barranquilla and Soacha,22 female and 22 male

graduates of Colegios Dios es Amor entered higher education.

This foundation has worked for more than twenty-five years in support of low-income
communities. Starting with quality education as its main objective, the welfare of each of the
students is sought after by taking care of their physical, cognitive, and socio-emotional
development. Due to the projects developed in the Dios es Amor schools, it has been possible
to guarantee an integral education in a society where it is difficult to obtain opportunities to
move forward and have a better quality of life. What Conviventia does for children, young
people, and entire families not only gives them the opportunity they need to obtain a proper
education, but also guides them through programs that are developed in each of the Dios es
Amor schools, so that each student, along with their families, can grow and develop in an
integral way through the processes carried out, depending on the needs of the beneficiaries.
This allows their quality of life to improve, and for each beneficiary to become aware that they
are capable of achieving their goals and moving forward, while fulfilling their responsibility to

themselves and to society.

Taking into account the above, there are projects that are developed in conjunction with

education in the elementary and high school institutions of the Dios es amor schools.
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School with purpose: Through this project, children, youth, and adults receive help and
tools for their development in the cognitive, socio-affective, transcendental, and
physical areas. This is developed throughout the school year, through each classroom
teacher.

Child protection: this project develops mechanisms and protocols to prevent, identify,
and intervene psychosocial risk, thus ensuring the school as a safe place for those who
are in it.

Progress Fund: Provides support to young high school graduates from marginalized
areas. Facilitates access to technical, technological, and professional training through
scholarships and subsidies.

Coexist: The purpose is to promote actions in schools to achieve a peaceful coexistence,
an adequate conflict resolution, and the control and incentives for the use of correct
behaviors to achieve an adequate community life.

. Avanza: Its main objective is to strengthen the brain and social-emotional skills of
students with: special educational needs or disabilities; learning difficulties; and social-
emotional difficulties. This is done with a trained staff on a different schedule from
school hours.

Childhood and development school: Seminars are held to strengthen parenting
practices, parental responsibility, and coexistence to ensure full psychological,
emotional, physical, and neurological development. These seminars are offered to
mothers who are pregnant, mothers of children from zero to three years of age, and to
the children as well.

. Thinking development: The main objective is to increase cognitive skills that promote
effective learning, through the enhancement of reading, reinforcement of learning

devices and the use of tools to create ideas.
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8. Socio-emotional development: Training to develop the child's emotional intelligence,
from the school environment. Through this, the beneficiary acquires knowledge,
attitudes and skills necessary to understand and manage their emotions, manage their
relationships and make responsible decisions.

In addition to the mentioned projects, Conviventia also develops four other
projects outside the walls of the schools, these are aimed at creating healthy families
and in this way building a strengthened community. These programs are to teach values,
togetherness, respect, etc. In families who wish to form and live in peace to provide a
better future for children. In this way the results will be reflected in a strong community
with greater unity.

1. Family Mission: Practical and participatory methodological activities are carried out to
help in dealing important family situations that represent a risk for children and youth.
By strengthening family dynamics, more stable, secure and supportive environments
are created that foster growth towards emotional maturity, self-realization and active
participation.

2. Family school: Through preventive talks, the program seeks to facilitate and promote
the strengthening of the family unit, in order to create a safe, loving and adequate
environment for the development of children and young people.

3. Leadership School: A curriculum based on the Christian vision, it seeks to strengthen
the appropriation of an ethical and moral framework that provides communities with
capable and responsible leaders who contribute to the common good and the
transformation of their context.

4. Scouting Initiative: Groups of committed children and young people are created and a

process of personal transformation is initiated, establishing firm foundations and
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providing them with equipment to become agents of change for their families and

communities.

Some of the most important programs offered by Conviventia are the productive

inclusion programs, which take into account the faculties of each individual, recognizing them

as beings capable of putting into practice their abilities to obtain benefits and, at the same time,

a common good.

Three programs facilitate access to training for work and human development. They

open spaces for new productive ideas, access to decent jobs, and put into practice the

knowledge learned through the processes that are carried out for personal, economic, and social

progress.

1.

Training for work and human development: This project is developed in PTI's Training
Centers, which provide access to courses, skills development, and effective initiatives
for greater participation in the labor and employment sector. The program aims to
strengthen general and technical skills, enabling participants, both at the high school
and technical training levels, to advance in their life projects, so that they acquire the
ability to make decisions based on the knowledge of their value and capabilities.
Conecta Center: It focuses on learning and, with the support of local organizations,
contributes to the capacity development in each region. By providing personalized and
specialized services, it breaks down barriers to access opportunities, employment, and
production for people facing higher levels of poverty and vulnerability.

Principium: This project contributes to the promotion and growth of a small or medium-
sized company or organization. It is a strategy to increase human talent and a strategic

ally to solve common problems, in terms of leadership development, sense of
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belonging, teamwork and achievement of higher levels of responsibility and

productivity, among others.

Finally, the three humanitarian action projects. The purpose of these projects is to
alleviate the basic needs of a community. They work with a team of professionals trained in
each area to perform. The purpose of this is to support and help individuals, families and
vulnerable communities to gain the ability to develop skills and competencies that facilitate the

construction of well-being and health care.

1. Humanitarian Missions: This project involves professional volunteers and the
Conviventia team, who are available to intervene in emergencies and situations of great
need. In partnership with local health trustees, humanitarian missions include the
provision of basic medical, dental, optometry, nursing, pharmaceutical, legal and
treatment services.

2. School health plan: It is focused on the development of a healthy lifestyle and self-care
habits, encouraging the creation of safe and healthy environments in schools,
empowering children and young people up to adolescence, and their parents to lead a
responsible life with their own body.

3. Nutritional reinforcement: In this program, there are meetings aimed at children and
their families who are underweight or severely malnourished. They are taught the
minimum nutritional intake recommended by the Pan American Health Organization

and how to develop good eating habits.

All of the above projects are aimed at low-income communities, which are the main
beneficiaries on which each of the projects are focused, in order to obtain long-term results

with a more educated people in Colombia, with families and communities with dignity,
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freedom and social responsibility. Each of the processes that are developed daily are focused
on promoting sustainable transformation processes in individuals, families and communities
facing poverty and vulnerability in Colombia. Each action consists of or aims to break mental
paradigms and install the principles, values and correct moral reference, as a fundamental

aspect to achieve the desired level of welfare and ensure the sustainability of any intervention.

Due to the vision of this entity and the values that it manages, its work environment is
pleasant for its employees. This can be evidenced in the few opportunities that | attended to
perform my internship as an interpreter at the school Dios es Amor in the city of Cartagena. |
was able to develop in a warm, participative and above all pleasant work environment. The
employees treated each other warmly, like a family, and always with respect. Every time | went
there, 1 got closer to them, and despite not going as often as most of them, they welcomed me
and made me part of that big family. Just being part of the Conviventia team is reason enough

to treat each other as family despite distance or proximity.
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Immediate Supervisor/Mentor

When | was recruited by Jeisson Delgado Sarmiento, | was assigned to the international
sponsorship division, and the director, Elizabeth Cafion Osorio, who was my boss throughout
my time at the foundation as an intern, was notified. She assigned Pilar Morales Pifieros as my
immediate supervisor, whose main function is to verify translations, writing and the tasks
performed by the interns. She is also in charge of receiving correspondence from the schools,
the CDI, the PTI, among others, and sending or uploading the reviewed correspondence to its

final recipients.

Pilar was an important column in every task | carried out. From the first day | started
my journey as a trainee at the foundation while I was still in my seventh semester, she gave me
the induction and trained me during the first week, all this via google meet, email and
WhatsApp. In that week of training he gave me daily feedback, in which he made me see my
mistakes, successes, weaknesses and strengths. This helped me a lot when executing my tasks
as | learned from the previous one, repeated the positive and corrected the negative. After that
week the feedback was weekly and after a month and a half the feedback was compliments and

congratulations, this helped me to continue giving the best of me.

My second period of internship, when | was in my eighth semester, was similar to the
previous semester, with the only difference that the tasks were more demanding. Pilar required
more from me and in each weekly feedback she used to let me know that | was capable of more,
which allowed my professional growth to increase even more in the recent months compared
to the previous ones. In this last period, | was more independent from my supervisor, | fulfilled
my tasks to the fullest and with better results, all this was due to her support from the beginning

of my internship. From her | learned that if I am constant in giving my best when performing
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any task, whether simple or complicated, the results will always be positive and will favor both

the one who fulfilled the task and the one who receives the results.

Another positive characteristic that I can highlight about my supervisor is that she was
always available whenever | needed her to solve questions, concerns or doubts that arose at the
time of performing a new task. In addition, in each new assignment she explained to me in
general how | should develop it. Our relationship was always only professional, despite that
she was kind and understanding, she demonstrated these qualities in the circumstances that I
had connection difficulties, lack of electricity at home and other problems that on a few

occasions did not allow me to fulfill my tasks.
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My Role in the Company

When | started as an intern at the foundation, | was assigned to the
international sponsorship division, which is located in the city of Bogota, for this
reason | developed the tasks that were assigned to me virtually. However, | had the
opportunity to perform some tasks in person, since they had to be carried out in the
city where I currently reside. On the other hand, | developed the internship in a period
of eight months taking into account that | had to fulfill a number of twenty hours a
week as it was a requirement for the internship to be validated by the university.
Nevertheless, there were weeks in which I did not have enough work to cover that
schedule so | completed the hours in other weeks in which the amount of work was
more dense. From the beginning | was aware of the responsibility on my shoulders to
fulfill each of the tasks assigned to me, here is a detailed description of each one of

them:

1. Translation of Biodatas, these are texts written by the children, teenagers or
their legal tutors, who are part of the Dios es amor schools and who receive
support from the sponsors who help them through the foundation. In this text
they must write an update of their daily life in which they must include who
they live with, what is the main economic activity with which they receive

their livelihood, if they have any illness and what they do in their free time.

2. Translation of student reports of teachers from kindergarten through eleventh

grade of the Dios es Amor schools located in Bogota.
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10.

Translation of correspondence sent by the students of the Dios es Amor
schools who receive help from sponsors. Greetings, birthdays, reports and

Christmas letters.

Translation of testimonies of students, teachers, families of students from Dios

es Amor and PTI schools.

Translation and subtitling of thanks videos or testimonies from PTI students

and Dios es amor schools in Bogota.

Translation from English to Spanish of some contracts the foundation had with

some international companies.

Translation of training booklet, to give lessons to teachers on a personal

growth course.

Write a report at the end of specific tasks, such as the translation of Biodata

and digital correspondence.

Provide digital zoom correspondence to the students of the Dios es amor in

Cazuca school. Translate letters sent by sponsors from English to Spanish

simultaneously.

| interpreted every time a group of administrative staff and volunteers from

Houston came to the Dios es amor school in Cartagena. | attended
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administrative meetings where my task was to simultaneously interpret. Those
were meetings with specific topics; such as construction materials, since they
were talking about what was needed for renovations at the school; electronic
and systems engineering, for the wiring system for a better connection;
machines or devices, required for a better wifi coverage, among others. In
addition, in the evenings, | would give them tours of tourist sites, as | was in

charge of making sure the agenda schedule was followed and complied with.

11. Others.

The first four months of my internship | worked one hundred percent virtually as the
restrictions in the city, due to the Covid 19 pandemic, were tight. On the other hand, the last
four months | worked approximately ninety percent from home, as the Covid cases decreased
significantly and the country 's borders were finally open. Considering the above, | consider
that at first, doing my internship from home was challenging since my previous plans were to
go to the workplace, since I strongly believe that human relationships between coworkers and
superiors, is an important contribution in the professional life of an employee. Likewise, I
think I missed an opportunity to have learned even more and obtained more work experience
if I had undergone in the first months of my internship some of the experiences | had when
performing onsite tasks.The work in person consisted of being in charge of groups of
foreigners and being their interpreter and guide every time they arrived in the city of
Cartagena. These were important moments to demonstrate my abilities, since my experience
in guiding a group of people was almost null.In the same way, | likewise must express it was
a challenge that | had during my internship process in this foundation. In addition, the task of

simultaneous interpretation in the official meetings of the directors and foreign volunteers
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who came to do social work in the Dios es amor school, was also an unquestionable
challenge.

My love and constant dedication to community service work became my strength and
allowed me to have an excellent performance within the foundation both as a translator and
interpreter. Undoubtedly, the interaction with the administrative and volunteer groups from
abroad gave me the opportunity to learn more about my personality as a leader thanks to the
experiences | had as the head of the group. In addition, the empathy and devotion of those
volunteers made my approach and compatibility with them much easier, which encouraged

me to provide them with better service and support in the interpreting work.

On the other hand, interpreting between two people, translating from English to
Spanish and back again became easy for me. In contrast, | felt panic and a lot of nerves at the
moment of translating to a large audience for the first time, which made me doubt and believe
that I would be unable to perform the translation correctly. But, fortunately, | calmed down,
and from that opportunity | learned from my mistakes and successes, and thanks to that, in
the subsequent occasions, my performance was growing. Therefore, | consider it a strength to
recognize and learn from the mistakes and experiences | have had during my working

process.
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Identifying a Problem

When performing my job as a translator for the foundation I discovered many issues
that require attention and proper resolution. One of them | detected when receiving Biodata's
translation assignments, as | had setbacks and most of them were due to a misuse or non-use
of technological resources. As | wrote in previous paragraphs, Biodatas are texts written by the
children, adolescents or student 's tutors who are part of Dios es amor schools. In these texts
they should write an update of their daily life in which they should include who they live with,
what is the main economic activity with which they receive their livelihood, if they have any
illnesses and what they do in their free time. These documents were received via email in Word
document format or a photo of the text written in print. This task was one of the most frequent
and sometimes the documents were repeated, unorganized and with missing data, as for the

photos of the writings, some of them had low graphic resolution.

In the first place, | had to check and verify that the documents were not repeated, neither
their content nor their file names, and then translate them. Sometimes, there were texts so
similar that it could become confusing and seem as if they were repeated, resulting in the
omission of translating these types of documents. In addition, having a large number of texts
to translate, the verification between one text and another was time-consuming, frustrating, and
made this task arduous. For this reason, | took specific actions in order to work in a more

efficient and organized way.

Secondly, the lack of organization of the Biodatas, caused by two reasons. First, to
receive the documents in disorder became an obstacle that | had to overcome. When | received

a folder of Biodatas that needed translation, | checked to make sure each one was complete, in
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other words, that it contained all the Biodatas of the students of the same grade. However,
occasionally this was not the case, | received files of students from different grades as if they
were from the same course or students from one grade were missing. This made me waste a
little time, as there were moments when I got confused and placed students from one grade in
the folder of another. Second, the foundation manages a database that serves to identify each
student with a unique code. Thanks to this, we do not need a lot of information to identify a
student. However, on repeated occasions, the Biodata sent by students, teachers or student's
tutors, were received with a lack of information. Many of the documents did not have the
student codes and only had the student's full name or even the grade level. This also caused
disorder and wasted time since | had to search for their full names in the database and try to

find the student who did not include their code.

Third, because some of the images containing text to be translated were of poor quality,
| had to strain my eyes to try to understand what the texts were saying. This often slowed down
the translation process, so | would either leave those translations for later or put them in the
report to be resubmitted and consequently start translating only the ones with better quality
resolution. On the other hand, after asking about the process that the low quality images went
through, from the moment they were sent until I received them, | realized that in many cases,
the students sent them to the teacher by WhatsApp and the teacher sent them to the person in
charge of the division by mail or whatsapp and finally I received them by mail. The whole

process of sending the photos caused low resolution in many of the cases.

Proposal for Solutions
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Before proposing solutions, | conducted investigations for each case, it should be
noted that the analyses | made for each problem were at different times. Some | carried out
during the first months of practice, on the other hand, I investigated most of them in the last
four months of practice. However, | will set out each of the proposals in the same order as |

previously set out the problems.

For the first case related to the inconvenience of reviewing and checking that the texts
to be translated were not repeated. | proposed using the Google Files tool, which is
responsible for finding duplicate texts. This tool is easy to get and use, you download a free
extension from Google Drive and choose the folder where you want the documents to be
compared. | learned to use and master it better, researching all its benefits and thus taking

advantage of its use, in that way, | could more quickly check more files.

As for the second problem of lack of organization, it was also necessary to take
advantage of other tools offered by office automation. In this case | used Excel to create a
database, I invested little time and in the end it was worth it as my work became lighter. |
would consider that developing this solution was a little more complex than the previous one
since | had to create an Excel file with the full name, code and grade of the students of the
schools headquarters Dios es Amor. Fortunately, since | have access to the database of the
foundation, I did not spend much time creating the sheets with the lists of each grade. In that
file, I could have a control of the documents to be translated for each child in each room and
in this way, when they sent me the documents in a group, even if they were not of the same

class, I could organize them digitally in Excel spreadsheets.
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In addition, the delays caused by the lack of student codes, as | explained in the
second problem, would also have solutions with this proposal. On the other hand, together
with my supervisor, we created a translation format, which practitioners had to use in each
translation of Biodatas. Such formats were created in Word and contained in the header, the
Conviventia shield, and two subtitles, name and code, so that documents after translation

could still remain in order.

Considering the third problem, a simple solution could be developed, but it would
require investment of time. The temporary proposal, | focused on the use of photo editing
tools, which provide better resolution to images. Then, through editing, you could improve
the lighting effects, saturation and/or colors, depending on each case. On the other hand, the
fact of receiving an image and not distinguishing what it said for reasons of quality made the
translation process almost impossible. For this reason, this proposal would be temporary and

it could be useful to implement such a proposal, although a little more time would be needed.

Apart from the above idea, | devised a more radical solution, which could be
implemented permanently. Create and communicate in schools, rules on the resolution and
means of sending photos. If it is determined as a requirement that the images should be sent
only by Gmail, the resolution of the images would not decrease, since Gmail does not cause
the graphic resolution of the images to be lowered. Therefore, the photos of the children,
tutors and teachers had to meet at least the minimum conditions of resolution in order to be

accepted and subsequently translated.
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Implementation of Plans

Implementing each of the proposed solutions was a complicated part of this internship
process, because not only should it fulfill the assigned tasks, but I also had to work on my
own to execute each of the ideas raised above. The above made me change my work
schedule, getting to be more time on the computer than estimated, approximately thirty to
forty-five minutes after | had finished the schedule defined by myself to work on the
translations. Not only did the execution take time, but it was also necessary to research
websites to find recommendations or instructions for better use of the tools | proposed

previously.

Emphasizing the first solution, I tried to download the Duplicate File Finder extension
for Google Drive with my college email account, as it was the email in which I received the
tasks | had to perform. The download was not possible, as the account he used did not allow
it. For this reason, | contacted my supervisor asking her permission to copy the folder
containing the Biodatas | needed to compare, into my personal Drive account. To that
request, my supervisor gave me a positive response, so | was able to continue and develop the

solution | had planned.

In implementation of the solution to the second problem, it was easy to implement it
since | had full access to the database of the foundation. So I had the names, last names, and
codes of all the students from the school Dios es Amor. In the first instance, what | had to do
was move all the data by headquarters and course to excel sheets, thus creating a database
that | could use and modify. In this database, | only created lists with the data of students
according to the course and venue who owned the packages of Biodatas that I received to

translate. In addition, | added other columns where | could enter information from the other

28



translation tasks | performed, for example, the correspondences. It should be noted that all of
the above, | did under the guidance of my supervisor, which gave me total confidence so that
I could develop strategies like this, thus, the progress of the tasks assigned to me, would

become more effective and in less time.

For the third and last issue, what I did to fix this problem momentarily, while the
other solution was being implemented, was to use photo editing tools to change the format of
the image, in order to have a better visibility of the content. In some cases, after doing that it
was possible to use text identification tools in images, which allowed me to copy the text and

place it in a word document more quickly.

Finally, in regards to the elaboration of the requirements for the implementation of an
effective solution, | explained to my supervisor the preparation of a statement in which the
student community was taught the following terms to be able to send photos of biodatas to
the translators:

Good image resolution

That the handwriting is legible
Type of font: print

Good lighting

Jpg format.
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Outcome

Thanks to the efforts | made, | could obtain positive results that benefited my work in
the foundation as an intern in charge of translations. This was a productive and teaching
process, considering that sometimes it is not enough just to focus and perform the assigned
tasks, but also to execute them with love, effort and dedication in order to obtain better results

than expected.

As a result of the implementation of the office automation tools, Excel and Google
files, I significantly saved time, time that | used to spend on reviewing, comparing and
organizing Biodata. In addition, | added essential knowledge about these tools to my work
life. This is an advantage that | could use to my benefit in future jobs, especially those related

to administrative tasks.

For each problem | could say that applying the proposed solutions was an
improvement in my work, since they not only worked for the general problem of translating
Biodatas, but also helped me in other translation tasks. Besides, the benefit | obtained was to

accomplish in less time a greater number of tasks and with excellent quality results.

Taking the above into account, | would like to emphasize that everything | worked on

to make my work more productive was a success. The days of researching and executing

proposals became just memories that made my work as a translator more interesting.
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Conclusion

As soon as | realized | could develop my skills, I saw myself improving and growing
in each of these. | did not neglect the possibility of growing integrally, giving my best. My
ideal at the time was that | could do my bit to help with the language gap so that this would
not be an impediment to good communication and the strengthening of ties between those

who extend their helping hand and those who receive and value that aid sent.

Given the above, this union of both areas made me see this place as a huge opportunity
to grow comprehensively, consequently | desired to be part of this foundation and it became
an achievable goal in the medium term. At the beginning, it was not easy for me to enter since,
in the city of Cartagena, where it is my current residence, there is not vacant from my profile,
but only for seasons. The positions | could play, according to my profile, were in the

administrative divisions that are based in the city of Bogota.

Finally, every time | finished a package of biodatas I had to write a report where | wrote
a summary of how | developed my tasks and exposed the cases of students in which I had some
problems. At the end of each task, | realized that | had to find some creative method using tools
that were available in the vast technological world, so as not to spend so much time on
unnecessary tasks. They could be avoided by implementing solutions to the problems

mentioned in the previous paragraphs.
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Appendix

Notice that in order to keep personal information private | have edited some photos.

Figure 1. Follow up table.
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Figure 3. Weekly report.
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Figure 6. Students report.
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Figure 10. Interpretation.
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Figure 11. Interpretation.
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