ANDREEA ISTUDOR

PERSONAL AND SOCIAL INFORMATION


Nationality:
Romanian


Date of birth:
30th of May 1977


Phone:
00 40 722 401 565


E-mail:
andreea_istudor@yahoo.com

         SKILLSET & COMPETENCES

· Excellent communication skills both in Romanian and English

· Good stress handling- work under pressure (short dead lines)

· Ability to learn quickly

· Adapt to any environment

· Confident and reliable team player

WORK EXPERIENCE

June 2005- present
SALANS-MOORE & ASOCIATII- attorney at law-
Assistant Manager 

June 2005- present
SALANS-MOORE & ASOCIATII- attorney at law-
Authorized Translator

· Translate judicial documents from Romanian to English, English to Romanian; Romanian to French and French to Romanian;

October 2004- June 2005- 
MUSAT & ASOCIATII- attorney at law-






Authorized Translator

· Translate judicial documents from Romanian to English, English to Romanian, Romanian to French, French to Romanian, French to English and English to French

October 2004- March 2005- 
MUSAT & ASOCIATII- attorney at law-






Operational Manager Assistant

· Keep reports of the employees;

· Organize the agenda;

· Maintain in good condition all IT equipments;

· Maintain a good relationship with the provider companies;

· In charge with Catering provider, stationary and other providers;

· Elaborate market research for different services;

· Meetings with providers to improve the quality or establish prices;

· Type and sent by fax/e-mail orders to providers.

October 2002- October 2004
MUSAT & ASOCIATII- attorney at law- front desk officer

· Meet clients and take care of the meeting protocol;

· Meet and walk-in new clients and guests;

· Interact effectively with and maintain a professional and courteous manner towards telephonic and walk-in customers in the office
· Distribute and post mail;

· Create documents for the external express mail;

· Answer telephone queries;

· Perform conference calls; place international calls;

· Operate switchboard console;

· Book hotel rooms and flight tickets;

· Organize meetings;

· Provide all the information the company needs to contact a new client (telephone number, complete address, contact)

· Organize reception files and documents; 
· Ability to operate equipment, such as fax and duplicating machines;
· Receive, send, register and distribute fax documents;

Sept 2000- Sept 2003

98 “Avram Iancu” School, Bucharest






Class master and English Teacher

· Maintain relationship between students, teachers and parents 

· Solve problems regarding students behavior, learning issues and marks;

· Teach English to students from 1st to 8th grade;

· Keep a record of their individual activity;

· Teach students how to write their first essay or create a project;

· Discuss different topics;

· Organize thematic trips;

· Help students to draft paperwork;

· Group students for working in groups and/or individually according to the theme;

October 1998- May 1999          English teacher –kindergarten                                 Bucharest

· Teach poems and songs for young children;

· Teach new words through mimics and pictures;

· Teach short conversation lines;

· Teach basic words writing;

· Organize thematic parties;

· Play games and entertain kids using English language.

 February 1997- March 1997

Irish Pub, Bucharest

· Bartender assistant

 Summer 1995


Palas Hotel- Mamaia Resort, Romania

· Receptionist assistant

EDUCATION

1996-2000-
The Faculty of Foreign Languages and Literatures, 




English –French, within “Spiru Haret” University,

Bucharest, Romania

1992-1996 - The Art High School, Pottery Section, Constanta, Romania


COURSES

2000-  2001
 Mettex – English Teaching Course for Primary and Secondary School Students, British Council, Bucharest

FOREIGN LANGUAGES

Advanced English (written, spoken)

Advanced French (written, spoken)

COMPUTER SKILLS

Microsoft Windows 98, 2000, ME, XP (Word, Excel), specific DATABASIS

Internet browse;

Internet;

Intranet.

OTHER SKILLS

Driving license B category, since 1996;

Certificate of Pottery, issued by Art High School, Constanta, in 1996

Certificate of interpreter and translator English and French, issued by the Ministry of Justice, Romania, on March, 2004

