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PERSONAL DATA
Name
 

: 
Mónica Adriana Muñoz Peñalva

Identification Card
:
1.453.904-1

Marital Status 

: 
Divorced, 1 son 
Address
 
: 
Lauro Müller 1888 / 504

Telephone 

: 
411.7692

Cellular

:
094 426.170

E-mail


:
monica.mu.pe@gmail.com
S T U D I E S 

Bilingual Secretary
: 
Crandon Institute in Montevideo - Uruguay. Graduated in 1976




(spanish-english) course combined with domestic economy.
High School 

: 
Lycée Chateaubriand in Rome – Italy  (1970-73)
Institut Saint Dominique in Rome – Italy (1969-70)
Primary School
: 
Colegio Sacre Caeur in Montevideo Uruguay (1967 – 69)

Colegio Misericordia in Mendoza, Argentina (1963 – 66)
Courses and Seminars
: 
Qualification in Memory Computación  Accounting 

Program- 1990
“PROFESSIONAL ENGLISH” course dictated by 
Prof. Marisa Pongracz at Desarrollo Empresarial - 1988
“REALIZACIÓN PERSONAL” course dictated by 
Mr. Jorge Acea at Desarrollo Empresarial - 1984
Handling of Softwares : 
Office Programs for WINDOWS, 




Memory Computación Program
Languages  

: 
English, french and italian, oral and written.
E X P E R I E N C E
	Oct. 2005 a Dic.2005

(*)
	ITALIAN CONSULATE

Tasks: upgrading of the Italian citizens abroad for the 2006 Italian elections.  

Reasons for the change:  Temporary work.

	Apr. 1999 to Apr. 2005
(*)
	DOLDAN AMARELLI Consultoría Legal & Fiscal
Executive Secretary – Assistant reporting  to the Board of Directors 

Tasks: Tasks of support to the Board of Directors (3), controlling and making the follow up of the documentation carried in their trips, contacts with banks in connection with the Clients needs, coordination, logistic and control, correspondence, translations to several languages, organization of the trip agendas, collaboration with the Systems Department in the organizational design of the information flow. 
Reasons for the change:  Studio internal restructuring.  


	Mar. 1998 to Apr. 1999
(*)
	Universidad ORT Uruguay 

Executive Secretary reporting to the Dean of the Engineering Faculty.
Tasks: Tasks of support to the Dean.  Coordination and assistance to the different Areas Coordinators. Correspondence, filing, coordination of the Dean agenda, translations of letters or reports  to english and/or french. 
Reasons for the change:  Seeking for better opportunities.  



	Aug.1989 to Sep.1997
(*)
	Campbell Sud América S.A.

Executive Secretary reporting to the Director.

Tasks: Tasks of support to the Director.  Coordination of the shipping programs, control and follow up of them, shipping advices to the Clients. Control of Letters of Credit, preparation and presentation  of the documents, invoicing, collection control, banking conciliations, control and follow up of the banks current accounts, purchase of stationery, payment to suppliers, etc. Correspondence, filing, contacts with Clientes, Director agenda. Translations of letters, reports to english, french and italian.  
Reasons for the change: Closing of the Montevideo´s office.


	Jul. 1988 

(in replace of the titular)

(*)
	Universal Shipping Agency Ltd. 

Executive Secretary, reporting to the Directors (2)
Tasks: Tasks of support to the  Directors.  Correspondence, filing, contacts with Clientes, Directors agenda, translations of letters or reports to english, french or italian. Communications coordination and logistics with and from vessels calling at port  and abroad.



	Oct. 1988 to Apr. 1989

(in replace of the titular)

 (*)
	Frigorífico Tacuarembó 

Executive Secretary reporting to the Commercial Manager.

Tasks: Correspondence, filing, contacts with Clients, Manager agenda, translations of letters and reports to english, french and/or italian. Preparation of the report for INAC (Instituto Nacional de Carnes – National Meat Institute).



	May. 1979 to Aug. 1988

(*)
	Idala S.A. (Pernigotti) 

Executive Secretary, reporting to the Director.

Tasks: Correspondence, filing, contacts with Clients, Manager agenda, translations of letters or reports to english, french or italian.  Support to the different areas: Finincing Manager, Commercial Manager.  Collaboration with the different areas in the preparation of the monthly reports and their translation to english.

Reasons for the change:  Seeking for better opportunities.  



	Mar. to Dec. 1978
	SHUCA S.A. 

Secretary reporting to the Manager.

Tasks: Correspondence, filing, contacts with Clients, Manager and Accountant agenda, as well as that of some of the Technicians, translations of letters or reports in english, french or italian.

Reasons for the change:  Seeking for better opportunities.  



	Feb. 1977 to Feb. 1978

(*)
	Distribuidor Ancap 

Secretary reporting to the General Manager.

Tasks: correspondence, filing, contacts with Clients, Manager agenda. Tasks of coordination  and follow up.

Reasons for the change:  Seeking for better opportunities.  




(*)  I have letters of reference and recommendation.
LABOR REFERENCES 
Dr. Raúl Doldán Gueçaiburu

Director at Doldan Amarelli Consutoría Legal & Fiscal – tel.: 916.3176

E-mail:  rdoldan@doldanamarelli.com

Dr. Fernando Belhot Fierro

Director at Doldan Amarelli Consutoría Legal & Fiscal – tel.: 916.3176

E-mail:  fbelhot@doldanamarelli.com

Cr. Juan Carlos González Lerena

Director at Doldan Amarelli Consutoría Legal & Fiscal – tel.: 916.3176

Ing. Mario Fernández – Tel.: 902.1505

Dean of the Engeneering Faculty UNIVERSIDAD ORT

E-mail:  fernandez_m@ort.edu.uy

Cr. Mario Soto Platero – Tel. part. 600.5422
DISTRIBUIDOR ANCAP
E-mail:  maruchosoto@hotmail.com

Ing. José Queirolo

Former Director Manager at IDALA S.A. - tel: 710.2600

E-mail: bepquei@yahoo.com
Dr. Stefano Musolino

Canciller del Consulado de Italia – tel.: 710.4775

E-mail: stefano.musolino@esteri.it

PERSONAL REFERENCES 

Mrs. Belela Herrera
Under-Secretary of Foreign Relations – Tel.: 902.0340
Mr. Bolivar Conti

Financing  Manager at Citrícola Salteña S.A. - tel: 901.1541
E-mail:  bconti@caputto.com.uy

Cr. Miguel A. Menéndez - tel.: 682.5289, cel.: 094 453.052
E-mail:  menmar@adinet.com.uy
Mrs. María Jiménez – Cel.: 099 156.010
E-mail: mariaj@montevideo.com.uy
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