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Summary:
Work well in a high pressure environment.
Well-organized and efficient
Thorough understanding of customer needs
Talented in communicating.
Strong training skills.
Speak English fluently and Spanish (native)
Skilled with computer systems and software.
Skilled at encouraging others and developing rapport.
Quickly learn procedures and methods.
More than 25 years years hands-on experience in translation and 
more than 10 years of experience in adult and children language 
training.
Honest, friendly, outstanding communication skills.
Friendly - can get along well with others.
Enjoy working with people.
Demonstrated record of high performance standards, including 
attention to schedules, deadlines, budgets and quality work.
Demonstrated ability to work effectively with clients.
Demonstrated ability to consistently meet deadlines.
Dedicated and meticulous.
Computer literate - can quickly learn new software

Experience: CILFA Buenos Aires, Argentina
Translator 1988 to present

In charge of all documentation needed for translation (English to 
Spanish and Spanish to English).
Gained expertise in the pharmaceutical field (in particular, patents).
Specialized in international agreements (TRIPS Agreement, Paris 
Convention, etc) involved in the field.

Servicios Especiales San Antonio Buenos Aires
Translator and ESL Instructor 2000 to 2005

Taught classes, conducted workshops and participated in other 
activities to further educational program.
Planned course content and method of presentation.
Selected and assembled didactic materials to be used.
Trained the management level from the beginners up to the advanced 
levels in both languages, achieving outstanding results.
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In charge of the translation of the corporate website 
(www.sanantoniointernacional.com)

Pride International Buenos Aires
Executive Assistant, Translator 1986 to 2000

Performed general office duties such as ordering supplies, 
maintaining records management systems and performing basic 
bookkeeping work.
Filed and retrieved corporate documents, records and reports.
Wrote, designed and translated reports.
Made travel arrangements for executives.
Supervised and trained other clerical staff.
Prepared and, if necessary, translated invoices, reports, memos, 
letters, financial statements and other documents, using word 
processing, spreadsheet, database and presentation software, some 
of them translated..
Opened, sorted and distributed incoming correspondence, including 
faxes and email.
Greeted visitors and determined whether they should be given 
access to specific individuals.
Prepared responses to correspondence containing routine inquiries.
Managed and maintained executives' schedules.
Compiled, transcribed and distributed minutes of meetings.
Prepared agendas and made arrangements for committee, board 
and other meetings.
Prepared agendas and made arrangements for committee, board 
and other meetings.

Education: U.A.D.E. Buenos Aires, Argentina
Certified Public Translator 1985

License: Certified Public Translator, Licence number 2695.

Affiliations: Colegio de Traductores Publicos de la Ciudad de Buenos Aires, 
Argentina


