Dani Rouse

Laurel, MD

dani@translationsbydani.com

(202) 413-0281
SUMMARY OF QUALIFICATIONS
Working Languages: Spanish to English, French to English
Native speaker of US English with more than 20 years speaking French and Spanish.  Expertise in Human Resources, Corporate Communications, General Business, Humanitarian, Event Planning and Charitable causes.  Experience includes roles as a Human Resources Representative in the Financial Industry for over 11 years in areas such as Benefits and Compensation, Hiring, Employment, Performance Evaluations and General Personnel issues.

EDUCATION

NEW YORK UNIVERSITY, New York, NY



February 2010-Present

Certificate of Translation, Spanish and French Translation

THE OHIO STATE UNIVERSITY, Columbus, OH

Bachelor of Science, International Business Administration

June 1997

Bachelor of Arts, Spanish, minor: French



December 1996

FREELANCE TRANSLATION

2010-Present
Ashoka
Multiple business reports on business development (Spanish > English)
Humanium Association
Website translation for European-based adoption agency (French > English)
WorldMeets
Numerous political articles (Spanish > English, French > English)
TransPerfect Translations
General business correspondence for legal proceedings (Spanish > English)
PROFESSIONAL EXPERIENCE

MORGAN STANLEY SMITH BARNEY, LLC



October 2004-Present

Regional Administrator, July 2009 to Present, Washington, DC

Branch Administrator, February 2006-July 2009, Baltimore, MD

Assistant to Branch Manager, October 2004-February 2006, Baltimore, MD
SAIC








March 2003-October 2004
Benefits and Compensation Administrator



Columbia, MD
MORGAN STANLEY






January 2000-March 2003


Assistant to Branch Manager





Washington, DC
SPHERION WORKFORCE ARCHITECTS



February 1999-January 2000

Client Services Supervisor





Washington, DC
Human Resources

· Responsible for all staff hiring decisions

· Wrote job descriptions and reviewed resumes

· Negotiated salary offers for both exempt and non-exempt positions

· Re-created interview process which increased number of accepted offers by 60%

· Enhanced the established New Hire Training process

· Administered mid-year and annual Performance Evaluations

· Determined salary increases, identified areas for advancement and/or set goals for improvement
· Processed Benefit Enrollments

· Point of Contact for all benefit inquiries
Management

· Supervised staff of 28 assistants and led teams to achieve common goals
· Created a Mentoring Program with senior staff and mandatory orientation sessions

· Processed all Accounts Payable (A/P) and monitored Profit & Loss (P&L) Report to identify and resolve any concerns with expense management

Meeting and Event Planning
· Planned celebrations for firm employees with up to 200 guests including selecting sites, choosing all Food & Beverage, researching presenters and entertainment while adhering to strict budgets

· Planned VIP Event which brought in more than $3 million in revenue

· Designed full day training session which received national acclaim and was implemented in several regions throughout the firm

· Plan and implement meetings, training sessions and events ranging from 10 to 200 employees.

· Manage all logistical aspects of each event including AV and registration requirements
· Strategize with management to develop goals, objectives and design events that directly support them
· Research, identify and select appropriate venues.  Conduct pre-event site inspections

· Negotiate complex service contracts with all vendors, hotels and other supporting parties

· Coordinate hotel and travel requirements (local and out-of-state)

· Design agendas focused on meeting the goal of each specific meeting/event including the selection of appropriate speakers and presenters

