MARIA PURIFICACIÓN VILA NOTARIO

CURRICULUM VITAE
I. PERSONAL DATA:
NAME:


MARIA PURIFICACIÓN 

LAST NAME:

VILA NOTARIO

TELEPHONE:

91.356.85.57  

RESIDENCE:

MADRID (SPAIN)

E-MAIL:


purivila590@terra.es
II. FORMAL EDUCATION

1967-1972. Bachelor Degree in Humanities, Section of History and Geography at Complutense University of Madrid. 
III. TRAINING COURSES

INFORMATICS: Complementary course on Informatics. Training on Microsoft Office skills (Word, Excel, Access, Power Point). Sponsored by the Community of Madrid.


TRAINING ON FOREING TRADE TECHNICIAN.. Workshop of 300 hours including market surveying, study of international trade techniques, logistic skills, international Law, marketing and distribution.  Proposal of a foreign trade project.  June- September 2004.  


      LANGUAGES

ENGLISH: Bilingual. English studies at Complutense University of Madrid. I have lived in the United States for nine years, 1972-81.  Several workshops of English composition. Translations. English teacher.  First Certificate at Cambridge University.

 FRENCH: Studied in High School and at BRIAM Academy.  Medium level.

IV. PROFESSIONAL EXPERIENCE

2005.  Secretary.  CLUB DE EXPORTADORES E INVERSORES ESPAÑOLES. Spanish Companies Association for Foreign Trade 

2004.  Secretary.  TRAFCO, S.A.. Financial Advisory company.

2001-2004.  English teacher..

2001. Project Secretary.  TÉCNICAS REUNIDAS, S. A. Engineering company. 

1997-2000. Executive Administrative Assistant. BETA CAPITAL, SOCIEDAD DE VALORES Y BOLSA. S. A. Madrid.

1992-1996. Bilingual Administrative Assistant:  DESPACHO DE ABOGADOS GOMEZ-ACEBO & POMBO.  Madrid.  International Law firm..

1985-1988. Bilingual Administrative Assistant. LABORATORIOS BEECHAM, S.A. Madrid.  Department of Allergy.  Pharmaceutical Laboratories.

1984-1985. Bilingual Administrative Assistant.  BECTON DICKINSON, S.A..  Madrid. Marketing Department. Manufacturing of pharmaceutical products.  

1982-83. Bilingual Administrative Assistant. DELVICO/DFS. Madrid. Advertising Agency.  Maintenance and following up of different executives’ accounts, greeting customers on the telephone..

1980-81. Clerk. WISCONSIN POWER & LIGHT, CO.  Madison, Wisconsin.  Utilities company.

1979-1980. Data processing clerk. BUSINESS AND ECONOMY DEVELOPMENT DEPARTMENT. STATE OF WISCONSIN (U.S.).  Participation in promotional campaigns, data processing.

1977-1978. Executive Assistant.  DANE COUNTY HEAD START, Madison, Wisconsin. Management of nursery schools for low income families.

PERFORMED SKILLS as Executive Administrative Assistant to the Chairman and  Bilingual Administrative Assistant


Executive Administrative Assistant to the Chairman.: Management assistant on administrative issues. Scheduling management meetings. Transcription, formatting, copying and preparation of texts. Filing maintenance. Scheduling of appointments, telephone calls screening, travel arrangements. Translation editing, administrative support to the Chairman’s team.  High level of confidentiality.  


Bilingual Administrative Assistant: Performed in Law firms, pharmaceutical laboratories and in companies located in the United States.  Receiving and routing executives’ correspondence, direct and indirect translations from English, drafting of documents, telephone calls screening administrative support to lawyers or executives, greeting costumers and  guests.

 
TRAINING ON FOREING TRADE TECHNICIAN.. Workshop of 300 hours including market surveying, study of international. trade techniques, logistic skills, international Law, marketing and distribution.  Proposal of a foreign trade project. June- September 2004.  

Personal:  A well-balanced person, enthusiastic, hard-worker, peaceful natured, with a high level of discretion and confidentiality..

