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GABRIELLE MAILLET

A-757, Boul. Manseau
Phone : (450) 750-1107

Joliette (Québec)  J6E 3E8
email : traductiongem@gmail.com
SKILLS SUMMARY
· 15 years’ experience in customer service, both in the public and private sectors
· Excellent written and oral communication skills, both in French and in English. Intermediate to advanced knowledge of Spanish;  bases in Italian and German
· 5 years’ experience in translation. Capable of working under pressure, I also pay attention to detail
· Good judgment, perceptive and high aptitude for problem solving
· Efficient at working alone, I learn quickly and am reliable, flexible and trustworthy
· Wide knowledge of computers, including software such as Microsoft Office, Lotus Notes, File Maker Pro, Quick Books etc
· Basic accounting knowledge
PROFESIONAL EXPERIENCE
Translator (freelance)







since 2005 

Traduction GEM
· Translate various documents from a wide range of fields (legal, computer environment, instruction manuals, commercial real estate, marketing, Curriculum Vitae, Television episode summaries for Internet)
Administrative Assistant
Homburg Real Estate Trust, Place Alexis Nihon, Operations



2008 – 2010
· Oversee General Manager’s agenda in Outlook
· Organize various meetings for the different services within the Operations department (establish meeting’s agenda, write and distribute meetings’ minutes)
· Maintain employee files up to date with all pertinent documents filed (timesheets, evaluations, CV’s, notices);
· Ensure all filing for the department 
· Write letters and any other pertinent correspondence for the department
· Translate and revise all French and English documents from the department’s various services (Tenant Services, Maintenance, Prevention and Security, Marketing, etc.)
· Manage and properly distribute all Operations department’s purchase orders to the accounting department
· Carry out all other necessary administrative tasks that ensure the department’s good working order
Accomplishments:

· Organize the purchase order remittance system by creating a classification database that ensured quick and efficient search results
· Created internal translation service improving on all outgoing departmental communications destined to our tenants
· Improve communication channels between General Manager and Supervisors
PET Communication and AQCM (Association du chauffage au mazout du Québec), Montréal
2008
· Coordinate various administrative tasks: general mail duties and postal consignments (post office or messenger service), incoming calls, records and document filling, postal
· Manage office operations: establish and update employee files, identify office material needs, purchases, coordinate and run office meetings, establish weekly agenda, update computer files and server upkeep, run weekly back-ups of computer database
· Organize AQCM meetings and general services (manage events agenda, establish meeting’s agenda, write and distribute meetings’ minutes). Distribute press releases to members, answer inquiries received via Website, organize Annual General Meeting
·  Complete daily accounting tasks: bookkeeping, create and use bank reconciliation files, establish various spreadsheets to maintain accounting entries, collaborate with accountant in more complex accounting duties, prepare checks for signing, prepare bank deposits, manage accounts payables duties, process other bank follow-ups, manage petty cash
· Fill out, complete and manage all provincial and federal governmental  documents (notice of assessment, GST/QST return forms, employees’ deduction at source forms, company fiscal reports)
· Assist the president (establish and manage daily agenda, book appointments, travel booking and reservations, prepare expense account, jointly establish all office work priorities, any general information related research, process all personal requests)
Accomplishments:

· Create centralized filing system for all fiscal documents
· Solved management problem related to the back-up system
· Reorganized and streamlined computer directories in order to make it more efficient
Subscriptions and Distribution Coordinator

2007
Les Publications ESPACE, Montréal

· Translate general and commercial real estate text for the magazine. Revise French and English translations submitted by freelance translators
· Coordinate various administrative tasks: general mail duties, incoming calls, records and document filling, manage database (File Maker Pro), distribution and membership lists, postal consignments (post office or messenger service), messenger service delivery orders, prepare invoices  for magazine advertisers and subscription renewal
· Prepare bank deposits, manage accounts payables along with other accounting duties (prepare invoices, mail statements, prepare end-of-month income reports) with Quick Book Pro software
· Collaborate in proofreading editorials, and editor’s contribution material to the magazine, as well as revise complete magazine page layout
Accomplishments:

· Recreate accounts payables filing system into a unique and centralized one
· Reduce undelivered magazine returns by 50% following database updates and sorting
Customer Care representative
2006-2007
Sun Life Financial, Montréal
Customer Service Representative
2001-2004

Bell Canada, Centre Internet @ffaires, Montréal

· Actively listen to clients in order to better fulfill their requests, either by answering them directly or by redirecting the call to another qualified expert
· Advise clients on the status of their file
· Evaluate the problem at hand and inform the client on the steps to resolve it
· Consult client on best course of action to take according to their needs
· Share relative information with specialists working in other department in order to assist me in my problem-solving quest, either by carrying out additional research or by completing  the relevant information
· Query the Website regarding our internal procedures as well as the reference site relevant to our different products and services
· Navigate through different client related systems in order to query their files, write up call summaries, rectify incorrect or invalid information, and to request various follow-ups if necessary
· Process these orders using various dedicated software programs
Accomplishments:

· Nominated to various specialized posts several times due to my overall excellent performance
· Personal  recognition from Upper Management Director on three different occasions (verbal commendations)
OTHER EXPERIENCE

Collection Agent
1995-1997

Revenu Québec, Montréal

Information Officer 
Québec Pension Plan, Montréal
1997-2001

Enterprise Registrar, Montréal
1995

RDPRM, Montréal
1994
EDUCATION
Translation Certificate
2006

McGill University, Montréal

Quebec Bar School
1993

(Consultation – Research, Financial Aspects, Writing, Negotiation, Representation)


Sherbrooke University, Sherbrooke

Law Degree
1992

Sherbrooke University, Sherbrooke




CONTINUED TRAINING
Civil Code Reform, Saint-Jérôme, Québec
1993

OTTIAQ workshops:
Toiletter votre ponctuation
2004


La traduction des contrats
2005

PROFESIONAL ACTIVITIES
· Member of the organizing committee for the Conférence constitutionnelle des étudiants en droit, 
1991

· (500 participants), Toronto, ON
· Internal Vice-President, Law Students Society (AGED)
1991-1992
· Participation at OTTIAQ’s Annual Conference
2004, 2005
· Student member of the Ordre des traducteurs, terminologues et interprètes agréés du Québec

(OTTIAQ)
2004-2006
INTERESTS AND HOBBIES
Photography, Current Events, Philosophy, Yoga, Football
REFERENCES

Provided upon request
