CATHERINE SANTOS
Rua da Paz nº 5, Varatojo 2560-237 Torres Vedras
(+351) 915 085 723, cathy.anne.santos@gmail.com
Work Experience


Cushman & Wakefield, Lisbon, Portugal 
Secretary

July 2014 - July 2015

Giving support to the Retail Department and the office’s front desk;
Answering phone calls;
Updating and archiving department files;
Welcoming clients;
Maintaining a clean and presentable overall appearance of the office.
Education

Faculdade de Letras, Universidade de Lisboa, Lisbon, Portugal
Bachelor in Languages, Literatures and Cultures
September 2010 –  February 2014
English and North-American studies:
Literature and Culture of English speaking countries, from classic to modern authors.
Personal Skills
Good communication skills
Team player
Organized and responsible
English and Portuguese as mother tongues
Independent user in digital competences
Driving licence B1, B
