CURRICULUM VITAE

MONTSERRAT GIRALDO DE GUZMÁN


Telephone / fax: + 34 91 683 50 50

Capitán Carlos Haya, 6 – 3º G




Mobile: + 34 650 90 97 35

28.902 Getafe – MADRID




E-mail:mgiraldodg@hotmail.com

Born in Madrid, 7 September 1971

FULL-TIME EDUCATION

1990 – 1994
BSc Business Studies



University Carlos III.  Madrid

PROFESSIONAL EDUCATION

1999 – 2000
NVQ Level 2 Business Administration



City & Islington College.  London.

1995 – 1996
City & Guilds 726 Information Technology



City & Islington College.  London.

EMPLOYMENT HISTORY 

From September 2001

Freelancer – Madrid

Established project management skills.  Questionnaires and additional market research material translation within the medical / pharmaceutical fields.  Recruitment and telephone interviews with medical professionals.  Transcriptions.  Data entry.  Content analysis.  Working as freelancer for different international companies.  

March 2000 – May. 2001
Datamonitor.  London - Madrid





Senior Researcher 
Experience in primary and secondary research techniques, covering multiple healthcare disease areas, questionnaire design and translation, recruitment, frequent and in-depth telephone interviews with key opinion leaders and influential members of international pharmaceutical companies within the healthcare sector. 

Jan. 2000 – March 2000
The Conde Nast Publications Ltd.  London.





Work experience within the classified department.  

Sep. 1996 – June 1998

Bar Lorca.  London.





Administrative

Weekly planning of staff rota, cashflow, banking, invoicing, customer service care.

July 1995 – July 1996

The Finca Restaurant.  London





Receptionist





Reservation controller, customer service: face to face and telephone.

Oct. 1994 – July 1995

Burger King Ltd.  London





Cashier





Customer service, till balance. 

June 1992 – Sep. 1994

PREVISA.  Madrid





Administrative





Payroll, N.I: and Tax deduction, employee contracts, bookkeeping,





cashbook, banking, invoicing, typing…

LANGUAGES

Spanish:
Mother tongue

English:
Fluent, good command of written and spoken English. 



RSA English Language, 1996.  London



English First Certificate, 1996.  London



Cambridge Advanced English, 1997.  London


.


COMPUTER SKILLS

I am proficient in the use of Microsoft Office. My various roles have provided me with a strong proficiency in the use of the Internet. Also, I have completed numerous courses on Excel Spreadsheets, Access Databases and PowerPoint Presentations.

