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objective:
Position in metro area that will allow me to use my abilities and experience.

education:
Bachelor of Modern Languages in translation, December 2002



Universidad Central de Venezuela, Caracas, Venezuela

Graduated with a GPA of 16 on a 20 scale

Courses taken included (among others):

Linguistics
French literature and culture

English
Translation

French
Specialized translation

English literature and culture
Compared stylistics

Terminology
French morphology and syntax

DEA (Diplome d’Etudes approfondies). Foreign languages and cultures.

Multilingual Lexicology and Terminology/Translation Studies. June 2004

Université Lyon Lumiere 2, Lyon, France

Courses taken included (among others):

Research procedures
Lexicology 

Applied linguistic
Translation studies

          

Specialty languages
Religion epistemology

Terminology
Women studies

experience:
Administrative bilingual assistant. August 2004 – March 2005

Lafarge Venezuela, Commercial Vice presidency. Caracas, Venezuela 

· Maintain a well-organized and efficient unit where client service has priority.

· Monitor and coordinate established activities and distribute information to ensure program or unit runs as planned.

· Recommend and implement approved improvements to procedural or administrative processes.

· Translate different kind of documents (internal communications, marketing presentations, departmental performance evaluations, weekly newsletters, cement technical texts, etc.)

· Co-ordinate meeting and travel arrangements of the team members (e.g., ensures physical facilities, equipment and support material is available for meetings, etc.)

· Prepare design layouts for presentations and foils, including the facilitation and co-ordination of the production of material for meetings.

· Provide information for written correspondence and telephone inquiries and/or refer requests or questions to other appropriate individuals, if necessary.

· Maintain equipment and office supplies by ordering repairs of equipment, stationery, etc. as required.

· Maintain a running account of expenditures and advise Manager monthly of position in regard to budget forecast through the use of the JDEdwards accounting software.

· Composes letters, memorandums and reports on behalf of the officers by identifying required information, researching background information, and gathering it from appropriate sources.

· Type and proofread a variety of complex assignments within established timeframes using available technology to produce error free work.

· Photocopy correspondence and documents as required or directed.

· Provide receptionist services to the area, handles incoming telephone calls and visitors, and directs them to the appropriate person(s).

Spanish Assistant, October 2003. April 2004

Lycée Polyvalent Edourd Branly, Lyon, France INHALT "Lyc_e Polyvalent Louis Aragon, Givors, France" \l 1 
•
Taught basic Spanish skills to students aged 14 to 22.

•
Prepared lessons and organized games to facilitate French students with their spoken Spanish.

•
Assisted teachers with lessons.

English and French tutor. November 2002 – March 2003

Universidad Central de Venezuela- External Courses. Caracas, Venezuela

· Taught basic French and English to students aged 14 to 22.

•
Prepared lessons and organized games.

· Evaluated students’ knowledge through weekly tests.

•
Assisted administrative staff in the inscription process.


Independent translator – July 2002-present

· Translate from English and French into Spanish specialized documents and communications (oil industry, cement and concrete industry, union communications, financial forecasts, political analysis, international affaires, etc.)

 SKILLS:
• Fluent in French and English.


• Proficient in Microsoft Word, Power Point, Excel, Adobe Reader, Lotus Notes and JDEdwars One World.

