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Elizabeth Ostilla Germino

Os Xugueiros 13-B, Allariz

Ourense, España
Date of Birth: 01/01/1965

Nationality: Italy

DNI: X9331247D

+34-670305993

lisyostilla@hotmail.com
EDUCATION
College: Universidad Central de Venezuela. International Studies Degree, 1.983 - 1.987

High School: Colegio El Angel, 1.982

Courses:    

· ESOL Course (English) ATLANTIC VOCATIONAL TECHNICAL CENTER, Coconut Creek, Florida, U.S.A. 1.988

· First Protocol Seminar, UCV, Caracas, 1.986

· Course “Sea Law”. UCV, Caracas, March 1.984 

LANGUAGES:  Fluent in Spanish, English, Italian

OTHER SKILLS:  Computers under Windows software, Internet
INTERESTING INFORMATION:  Proactive, dynamic and positive person
WORKING EXPERIENCE

VERITIA – Personal Executive Assistant to Management. Travel Planning and coordination. Scheduling agenda. Accounting and invoice preparation. Web page management. Public Relations.
Oct. 2.011 - Current

TRADUCCIONES Elizabeth Ostilla – Self Employed. Translation of Technical Manuals, from English to Spanish

Mayo 2.011 - Actual

UNVI – Commercial Department Administrative Assistant – Substitution for maternity leave. Contact with suppliers and dealers in United Kingdom and Italy. Translation of documents. Estimates. Purchase orders follow up of. Invoicing and collection. 

January 2.011 – May 2.011 – Ourense – España

APPLIED MATERIALS SPAIN SL – Administrative Assistant/Procurement – Administrative support to the whole team. Suppliers contact. Invoices processing within SAP. Human Resources and EHS department support.

Nov. 2007 – July 2.010. Ourense - Spain

VENAMCHAM – Anzoátegui State Coordinator. / Getting new members. Offering information services and consulting to members. Seminars organization regarding current issues that affect companies. 

May 2005  January 2.007. Puerto La Cruz - Venezuela
PETROZUATA – CTGAS Project – Document Control – Administrative Assistant /Document Control for the project. Administrative Assistant for the project team. Translation for all technical documents, presentations.

July 2.003 – January 2.005. Puerto La Cruz - Venezuela
TEACHERS S.R.L. (PDVSA – CIED)  - English Instructor / English classes to all kind of students from beginners to advanced. Evaluation to all possible students. 

November 2.001 – December 2.002. Puerto la Cruz - Venezuela
FREE LANCE TRANSLATOR - Translator./ Translation of all kind of documents, texts, navigation manuals (GPS) geological exploration (Sir William Hallcrow And Partners Limited), software applied to oil production (Weatherford/EVI de Venezuela).

January 2.000 – June 2.003 Venezuela
SABRA, Bienes Raíces, C.A.  -  Broker./ Real Estate Agent for leasing and purchasing. Assistance in the reallocation process for expats working in the oil industry. 

Puerto La Cruz, April 1997 – October 2.001. Puerto la Cruz - Venezuela
MARTE TELEVISIÓN - Translator. / Translation of soap operas scripts to be doubled in english and other languages. 

January 1.992 - July 1.994 Caracas - Venezuela
CENTRO DE IDIOMAS BERLITZ (Parque Cristal, Caracas) – Languages Teacher and School Coordinator./ Teaching spanish, english and italian as a second language, to beginners to advanced students. Coordinate all teachers schedule. In Companies evaluations 

February 1.991 - September 1.994 Caracas - Venezuela
