Tracey Briley-Samadi




Age: 40
121 quai du Docteur Dervaux 



Married, 1 child

92600 Asnières-sur-Seine




Nationality: American
Téléphone: 01 56 04 11 93




(authorized to work in France)


Téléphone portable: 06 18 61 84 87

Email: Lolalorr@hotmail.com
HIGHLIGHTS
-
7 years of experience in the Banking/Insurance sectors in the US

-
MBA in International Business

-
Bilingual (5 years of experience teaching English in France)
-
Independent Translator
-
Excellent writing/translation skills, certification in Technical Writing

EDUCATION

2002  
Diplôme de français des affaires (DFA2), 2ème degré, mention très bien

examen de la Chambre de commerce et d’industrie de Paris (CCIP)

2000 Masters of Business Administration (MBA) – Georgia State University, Atlanta, GA Major – International Business

1988 
Bachelor of Arts – Emory University, Atlanta, GA

Major : French, Minor : English

LANGUAGES

English – Mother tongue

French – Fluent (speak, read, write)

COMPUTER SKILLS

Word, Excel, Access, PowerPoint, Outlook, Lotus Notes, Internet, SQL, SAP
PROFESSIONAL EXPERIENCE
January 2005 –November 2006
BearingPoint - Paris France

Bilingual Executive Assistant

· Translation of a variety of documents (95% from French to English) , including articles, presentations, letters, etc., which deal with many different subject matters (Convergence, Supply Chain, Human Resources, Finance, Information Technology, etc.)

· Standard secretarial tasks (word processing, telephones, travel reservations, meeting planning/preparation)

September 2000 – December 2004
Langues et Entreprises/Alpha Learning   – Paris, France
Formatrice en Anglais
· Developed language training programs to address students’ needs, level and goals

· Explained grammatical rules and phonetics of English

· Motivated and encouraged students to surpass the difficulties of language training

· Faciltated conversation groups

April 1997 -  April 2000

Northern Trust Retirement Consulting, L.L.C. – Atlanta, GA

Defined Benefits Analyst

· Handled ongoing Pension Plan administration and reporting  for several clients

· Executed and explained plan changes

· Performed benefit calculations, developed and updated calculation tools

· Performed complex analysis and research associated with pension and health plan administration, as well as financial and data reconciliations.

· Maintained ongoing relationships with HR Directors, Attorneys, Actuaries and various other professionals to respond to inquiries about various benefit plans

· Maintained current information about plan changes and government regulations affecting benefit plans

· Selected and trained new analysts

January 1993 - April 1997

MetLife Insurance Company - Atlanta, GA

Benefits Analyst – Pensions Administration

· Organised numerous and various projects associated with retirement plan installations

· Implemented contractual changes and acted as expert so as to assure accurate function-ning of benefit calculation system and to ensure data accuracy

· Selected and trained staff and acted as in-house expert for assigned  contracts

· Remained in contact with clients throughout the installation process to establish ongoing administrative procedures

· Explained contractual provisions and calculation methodology to computer programmers and performed acceptance testing

OTHER INTERESTS

Cinema and music.

Detective novels.

Cycling.






