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	Qualifications

	
	Trilingual in English, Spanish and Portuguese. More than Seven years in professional, administrative and customer service functions. Excellent organizational and interpersonal communication skills. Works well independently and as a part of a team. Proficient in Microsoft Word, Excel and Access. 

	Work Experience

	
	2005-Present
FS-LANGUAGE SERVICES, Inc.
Houston, TX

Language Instructor 

· Teach Spanish classes to assigned companies.

· Prepare lessons for classes and for 10-20 students.

· Lead and facilitate conversational Spanish lessons.

· Attend staff meeting for inservice and class improvement.

2003-2005
Harris County Hospital Disctrit (HCHD)
Houston, TX

Translator/Interpreter 

· Assist in facilitating communication between medical staff and patients, including: Clinics, ER, Psychiatric Center.

· Assist other health department staff working with non-English/limited English speaking patients.

· Assist patients in filling out forms for program elegibility, registration and medical history.

· Translate written materials and prepare written reports.

2003-2003
Victorian Healthcare Center
San Francisco, CA

C.N.A.

· Interpreted for foreign language speakers.

· Responsible for an average of 7 patients a day.

· Perform vital signs of patients daily and record information in patient file.

· Assist head nurse with patients in critical care

	
	2000-2003
Waiter on Wheels
Redwood City, CA

Manager

· Provide customer service and assist customers over the phone.

· Supervise 8 employees on the evening shift.

· Prepare invoices and delivery of orders.

· Data entry of sales and employees’ tracking of sales and order delivery.

· Organize monthly invoices and finalize accounting books at end of each day.

· Finalize weekly and month-end financial reports for upper management.

	
	1995-2000
CONEMPA/CPC
Paraguay

Executive Assistant

· Provided interpretation and translation services for the president and other executives of the company.

· Assisted the president with daily tasks and personal calendar activities.

· Assisted with typing, filing and copying correspondence.

· Attended meetings and participated in company-related projects.

· Prepared excel spreadsheets for president and staff.

	Volunteer

	
	1989-1995
Schoenstatt
Paraguay

· Organized vocational training programs for homeless children.

· Facilitated group activities for the elderly and single mothers.

	Education

	
	2003-2003                Victorian Healthcare Center
San Francisco, CA

· Completed Program of Certification in Nursing Assistant.

1993-1996     Universidad Catolica Nuestra Senora de Asuncion 
Paraguay

· Completed Program of Accounting and Business Administration.

1990-1992
Centro Cultural Paraguayo Americano
Paraguay

· Completed 2 years of English as a Second Language.

1987-1990
Instituto de Ciencias de la Computacion
Paraguay

·  Completed 3 years of Lotus, QPRO Excel, Microsoft Word and Excel training.
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