Vivian M. Cosgrove

4116 Eton Pl.

Lambertville, MI 48144

(734) 856-1813

POSITION



Any Position
EXPERIENCE


Freelance Translating / Interpretation
· Translating Arabic to English and English to Arabic.

· Interpreting Arabic to English and English to Arabic.

Indiana Life






November 2003 – Present

·    Financial Planner / insurance agent (Life and Health)

·    Sales of insurance and financial products

·   Set up plans for customers based on their income / retirement plan

·   Roll over 401 K and 403 B plans

·   Set up children college funds / plans 

New England Financial  






September 1999 – November 2003

·    Financial Planner / insurance agent (Life and Health)

·    Sales of insurance and financial products

·   Set up plans for customers based on their income / retirement plan

·   Roll over 401 K and 403 B plans

·   Set up children college funds / plans

Comcast Advertising Sales






July 1997 – September 1999

· Deals with Ad Sales Account Executives Daily

· Prepare Proposals

· Prepare Traffic Forms

· Prepare time sheets

· Prepare Weekly HPA’s (High Pay-off Activity Report)

· Do administrative work

· Deal with office products vendors

· Sell ads to advertisers
· Did work in production of Classified ads
Continental Cablevision, Southfield MI

October 1990 – July 1997

· Telemarketing (Sold cable by phone)

· Door to door sales

· Customer Service 

· Trouble shooting technical problems over the phone

· Worked switchboards and dispatch

· Worked in collections

Harbortown Market, Detroit MI

January 1990 – February 1991

· Handled invoices and billing

· Data processing 

· Deal with vendors

· Program scanners and cash registers

     Languages                              

· Fluent in Arabic and English.
· Speak Greek
References available on request
