




CURRICULUM VITAE

Micheloni Beatrice

Via Bollate 25
20026 NOVATE MILANESE MI

telephone


+39 02 3542739
nationality


Italian

place and date of birth
Bollate  MI,  4-9-1967


marital staus

married with two children

FORMATION

June 1986
degree at G.B.Grassi Scientific High School, Saronno,Varese, valuation: 50/60.

July 1992
Graduated in Foreign Modern Languages and Literatures at Universita' Cattolica del Sacro Cuore 

di Milano, valuation: 110 cum laude (honors – fluent English and French, good German)







STAGES
August 1989
Four weeks German course at Eurocentres School in Cologne, Germany

September-December 1990
Three months “Erasmus scholarship” at St. Patrick’s College in Maynooth, co. Kildare, EIRE.

Worked upon an essay about an Irish writer later on developed and ultimated in Italy for the graduation essay

November 1992
stage at EuroDisney about teaching of Italian language to foreigners

December 1992
stage at EuroDisney about sales and promotion of the resort business centers and hotels to foreign Companies

January 1993
stage at EuroDisney about telemarketing addressed to Italian Companies 








May 1997
fire prevention course at APT S.r.l., Bornasco PV

November 1997
Project Management course at SDA Bocconi University

January 1998
Formation course for Health and Safety Responsible Person at Assoservizi, Milano 

WORK EXPERIENCES

February 1992
interpreter for English, French and German at Milan Fair

May 1992
interpreter and guide for an Irish manager in Milan to assist him in the promotion of English courses to businessmen, travel agencies and tour operators 

From June 1992

to November 1993
employee at EuroDisney Resort, Paris, with the following roles: 

-         hostess and receptionist in two hotels 

-
promoter of EuroDisney meeting centers and hotels by directly visiting several Companies in Paris







-
teacher of Italian to foreign employees

· promoter of EuroDisney meeting centers to Italian Companies on the phone

-
reservation agent with the following tasks:telephone information to potential guests and room booking 

July 1994                                    teacher and responsible person for a group of students on behalf of EF summer English courses school in Brighton, England.





From January 1994

to September 1994
English and French private teacher – interpreter for English, French and German at Milan Fair (Expocomfort, Interbimall, Esma, GEC, International Gas Congress, Macef, Bimu, Smau Exhibitions)

September 1994
receptionist at Ramada Grand Hotel in  Via Washington, Milano

From September 1994

to 30th June 1995
secretary, telemarketing agent and promoter at CEL Service Society in Via Mangiagalli 5, Milano

From 4th July 1995 to
office manager, senior secretary and direction assistant

To 31st March 2012                     with accounting and administration tasks     (handling contacts with suppliers and clients, collecting receivables, checking payments, making hotels and flights reservations,organizing events and business lunches, problem solving for any office related matter, keeping contacts with Headquarters in Philadelphia and Accounts/Human Resources in London) and Health and Safety Responsible Person at SunGard Italia Srl, Italian branch of SunGard, in Via G.Puccini 5, Milan
Knowledge of PC (Windows 5.1 / Excel 4.0-5.0 / Word 7.0/ Powerpoint/ Lotus Notes/e-mail)

HOBBIES

Theatre, reading, cinema, literature, music, museums, letter-writing and travelling (stays in Switzerland, France, Belgium, Holland, Ireland, Luxemburg, Great Britain, Germany, Egypt, Spain, Tunisia and United States)

EXPECTATIONS

Working in a young dinamic contest with possibility of interpersonal contacts, preferably also with foreigners, for a cultural and linguistic exchange. I am into team work but I also appreciate to be assigned responsibilities which require autonomy. I am interested in any social-relationships activity, in middle/high secretary work, translating, interpreting, import-export contacts.

I authorize to handle my personal data for selection reasons as per Law 675/96

