CURRICULUM VITAE
Donatella 
Finocchiaro

Personal Data

Date of birth: Catania, 22/10/1971 
Marital status : Married    
Nationality: Italian

Address: 
Via A. Gaudenzi, 80 -  00163  Rome
   Mobile phone: 0039 + 340 3403987  

Email:donatellabox@yahoo.it

	Qualifications
	

	Bachelor’s degree in Modern  Languages

(1996 - 2000 )
	    Obtained on the 6th of July 2000 at IULM University of Milan (Libera Università di Lingue e Comunicazione di Milano) (History-Cultural Specialisation, Spanish/English language specialist )

	
	

	University Degree in translation (1990 –1994)
	
University Diploma in translation (Specialisation in Spanish/English Conference Interpretation ) obtained at the S.S.I.T. of Rome ( Scuola Superiore Interpreti e Traduttori)  in October 1994.

	
	

	General Certificate of education in Languages

(1985 – 1990)
	
Obtained from the Istituto Spirito Santo of Acireale (CT) in June 1990

	
	

	Further qualifications
	· Two-months intensive Spanish language specialisation course at University of Salamanca – Spain - July- August 1994

· Certificate of participation to the up-dating course on  “Pharmaceutical Regulatory Affairs in Central & Latin America and The Caribbean” obtained in  20.11.98 - London 

	Job experiences
	

	Sales Support
	From December 2005 in the Marketing Department of Lufthansa German airlined - Italy 
· Secretarial duties, contacts with our best customers, management of all commercial agreements, translations, organization of business events and meetings, marketing reports. 

	Secretary
	From December 2004 to November 2005 in Ferrovie dello Stato (Italian state owned railway company)

· Secretarial duties, personal assistant of the CEO. Every day Agenda, archiving of documents, drafting of correspondence, minutes, scheduling and arranging of meetings, events, and travels. 

	Office Manager 
	From November 2003 to November 2004 in Cemex Italy

· Secretarial duties, personal assistant of the General Manager. Every day Agenda, archiving of documents, drafting of correspondence, minutes, budget control, translations, scheduling and arranging of meetings, events, and travels. Daily press review – translation from Italian into English and Spanish of the most important economical and political Italian news.

	International Account Support


	 From March 2003 to October 2003in Manpower S.P.A.

· Contacts with our foreign main branches, correspondence management, translation into English of all supply contracts and commercial agreements, financial reports. 
The main purpose of this job is the harmonization of tariffs and commercial condition for all our international customers

	Personal assistant to the Sales & Marketing Manager 


	From March 2002 to March 2003  Manpower S.p.A – Staffing industry
· Secretarial duties, personal agenda, archiving of documents, drafting of correspondence, minutes, handling of in and out e-mail, budget control, translations, scheduling and arranging of meetings, events,  and travels. Power point preparation of training activities.




	Headquarters Secretariat Responsible 


	From July 2001 to March 2002 in Seniores Italia Partner for Development (ONLUS – NGO) 

· Secretarial duties/ Protocol/archiving of documents, internet research of documents/ translations/in and out e-mailing control / General Assembly minutes writing / budget control, administrative duties/ meeting organisations / Travel arrangements.

· Office maintenance to support the Secretary General 

	Presidential and administrative Assistant


	From December 1999 to July 2001 in CNAA headquarters of Rome (Consorzio Nazionale per l’Astronomia e l’Astrofisica)

· Administration

· Congress / Conferences organisation

· Secretarial duties/ archiving of documents, internet research of documents/ scientific translation into Italian.

· Travel arrangements of all astronomers going to observing sites.



	Latin America Countries Regulatory Affairs Senior Assistant


	From December 1995 to December 1999 in the Regulatory Affairs Office of S.I.F.I. (Società Industria Farmaceutica Italiana) S.p.A.

· Translation of all technical-scientific, medical and legal documentation, chemical preparation, pharmacotoxicological and clinical studies, packaging material.

· Writing down of all application forms to get Ministerial Sales  Approval.
· Business relationships with Latin America Ministries of Health



	Marketing manager Assistant
	From May to December 1995 Assistant in the Marketing Department of S.I.F.I. S.p.A.
· Secretarial and administrative duties



	Translator
	· Translator for The Ministry of  Civil Protection in Rome 

· Translator for VIDES International ( Voluntary association) – as Volunteer 

· Translator/proof-reader for the University of Catania:Agricultural – Food Science  department.

· Freelance translator for several foreign translation agencies set in USA, UK, Spain and India. - Atlas translations, Amadeus translations, Pharmalexic, Global translations service, ELANEX   

· professional expertises in marketing articles, advertisements, Human resources reports and questionnaires, economic news, medical and pharmaceutical documents, food industry, travel industry and tourism.

	Foreign languages 


	· Spanish Excellent Knowledge and command of written/spoken/ understanding/ reading - very good ability in written, consecutive and simultaneous translation.

· English  Excellent Knowledge and command of written/spoken/understanding/ reading  - very good ability in written, consecutive and simultaneous translation
· French Excellent Knowledge of understanding and reading  good knowledge of written French

 

	Computer skills
	Microsoft software: Excellent command of Windows Vista, 2000 , and  XP (Word, Excel, Power Point, Access, Outlook , Adobe Acrobat), Internet explorer.

No TM at the moment, but I master SDLx lite 


