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EDUCATION:
BA Liberal Studies, Spanish Major, English Minor, May 2010 - University of Memphis
Associate Degree in Office Systems Technology, May 2000 - State Technical Institute; Memphis, TN
Certified Professional Secretary Diploma, 1998 - Professional Administrative Assistants International

EXPERIENCE:

English/Spanish Interpreter
Shelby County Schools, Memphis, TN. Freelance Interpreter. (May, 2016 to present)
MessageFactor, Inc., Memphis, TN. Translator of customer service audio files. (January 2013 to present)

M.A. Translations, Memphis. TN. Independent contractor as qualified interpreter on different assignments that include Procare Transportation and Language Services, OrthoMemphis, Memphis Orthopedic Group, Campbell Clinic, Southern Hand Center, Semmes Murphy Clinic, Lakeside, and Immigration Dept. Others listed below (February 2011 to present)

Jackson & Hurst. LLC, Memphis, TN. Interpreter, translator, and legal assistant for immigration law firm. (April, 2012 to December 2016)

Bilingual Administrative Assistant
UT Medical Group; Memphis, TN. Administrative support for physicians, UTMG Dept of Surgery. Coordinated Fellowship Program for UT residents. Coordinated physicians’ schedules; organize meetings and arranged business travel; renewed and updated licensing and other requirements; submitted travel requests, expense reports, accounting receipts and payables; provided various secretarial assignments including written communication; handled phone calls of bilingual patients when necessary. Maintained confidential information and files, ordered supplies. (January 2007 to January 2011)

Secretary
Ranstad Temp Agency; Memphis, TN. Provided secretarial support in various positions including bilingual HR Assistant at Servicemaster. Responsibilities included bilingual client/employee services, processing database entries for national payroll, handling direct deposit requests; maintaining banking reports in Excel; providing translations of company material and receptionist services. (February 2006 to December 2006)

Office Coordinator
API Photographers, Inc.; Memphis, TN. Assistant to President for managing, organizing, and maintaining bookkeeping records, A/P, A/R, client/vendor database, processing invoices and correspondence; travel arrangements. Provided customer service and assisted in video productions, including video transcriptions. Contracted for translations and voiceovers of video scripts to Spanish. (October 2000 to January 2006)

Sr. Administrative Assistant
Federal Express Corporate Services; Memphis, TN.  Supported Managing Director of Network Computing. Maintained calendar, agendas and monthly reports. Arranged catering services and travel. Processed correspondence, expense reports, personnel documents. Scheduled conference calls, maintained employee calendars and filing system. Ordered office supplies and processed properties maintenance requests. Coordinated secretaries’ duties. (April 1997 to September 2000)


SKILLS: Proficient in Windows, Microsoft Office, and Outlook. Experience with, PowerPoint, Peachtree Accounting software, Project ’98. Travel and Conference Planning Certification. Fluent in SPANISH.

ASSOCIATIONS:  	
			TAMIT – Tennessee Association of Medical Interpreters/Translators
			NHPO – National Hispanic Professional Organization
			ATA - American Translators Association		

Spanish Translator/Interpreting Experience (2002 – 2011)

RedCross Midsouth Chapter; Memphis, TN: Contracted for interpreting of CPR course for Utility Service Co, 	Inc. employees’ safety and health training. 

United Stationers; Memphis, TN: Contracted for interpreting services for employee evaluations of 
	Spanish-speaking employees. 

Memphis Health Center; Memphis, TN: Contracted to translate various patient brochures to Spanish. 

Signature Advertising; Memphis, TN: Contracted to translate and record voiceover for Hilton Hotels’ 	employee training videos in Spanish. 

Perkins Restaurants; Memphis, TN: Contracted to transcribe, translate, and record voiceover in Spanish for  	employee training video scripts. 

Running Pony Productions; Memphis, TN. Contracted to translate and record voiceover in Spanish for 
	employee training video script for Trugreen Chemlawn. 

University of Memphis Interdisciplinary Studies Center; Memphis, TN: Contracted to translate a women’s 	cultural study from Spanish to English. 
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