Estefania Pereira


PERSONAL INFORMATION

Marital Status: Single

Age: 24

Contact: pereiraestefania@hotmail.com
Cellphone: 786-355-2984

Home number: (0115411)4902-1096

EDUCATION 

2009
Certified Legal Translator


Universidad Argentina de la Empresa (UADE)

1998-2002
Secondary Education Degree in Modern Languages

           San Cirano School

WORKING EXPERIENCE

2006 – 2009 
IBM


Asset Management Team

This role provides primary responsibility to translate different documents such as contacts, internal financial statements, orders, receipts, invoices, etc., and to ensure high quality and timeliness of input into the asset, i.e. hardware and/or software, tracking database(s);  provides process documentation and training activities as necessary; and ensures audit-readiness of all processes, tasks, and activities. Activity responsibilities may include, but are not limited to, interface with Support Team organizations; monitoring of processes, data flows, and data repositories to ensure assets’ data elements are being collected, handled, stored, and reported accurately; performance of timely asset data updates to maintain accuracy of database repository(ies); identifying possible asset discrepancies and managing discrepancy resolution process to closure; procedure and process documentation; and asset reporting and measurements; compliance with contracts.

Problem and Change Coordination 


This role supervises, coordinates and maintains on a daily basis, the levels of service agreed with and expected by the customer (SLA or equivalent documents) while keeping a constant focus on improving the performance of the services provided. Responsibilities: - Be the first Service Management contact point for the delivery organization for all the "operational activities of the customer". - Assume the leadership and the operational responsibility for the resources (from the Operational Competencies) allocated to the customers or services under his responsibility.

Focal Point of Operations


The scope is monitoring and reporting of problems on Intel and UNIX servers, applications, and databases, manual creation of problem tickets and OneViews, working with Duty Managers in problem recovery management, and interface with HelpDesk on customer-related issues and problems. 

2003 – 2005 
INDECAR S.A.I.C y F.



      Executive Personal Assistant

Screening telephone calls, enquiries and requests, and handling them when appropriate; meeting and greeting visitors at all levels of seniority; organizing and maintaining diaries and making appointments; dealing with incoming email, faxes and post, often corresponding on behalf of the manager; taking dictation and minutes; carrying out background research and presenting findings; producing documents, briefing papers, reports and presentations; organizing and attending meetings and ensuring the manager is well-prepared for meetings; liaising with clients, suppliers and other staff; deputizing for the manager, making decisions and delegating work to others in the manager's absence; devising and maintaining office systems, including data management, filing, etc.; arranging travel and accommodation and, occasionally, travelling with the manager to take notes or dictation at meetings or to provide general assistance during presentations. 

LANGUAGES

ENGLISH

2005
Proficiency Level – Universitary Language Center


Universidad de Buenos Aires

2002
CAE – Certificate in Advanced English


Cambridge University 

2000
FCE – First Certificate Exam


Universidad de Cambridge

FRENCH

2002
DELF – A3 – Comprehension et expression écrites 


Alliance Française 

2001
DELF – A2 – Expression des idées et des sentiments


Alliance Française

1999
DELF – A1 –  Expression générale


Alliance Française

PORTUGUESE

2009 First level of Portuguese

Universidad Argentina de la Empresa

COMPUTER STUDIES

· Windows XP 

· Microsoft Office XP

· Internet Explorer

· Lotus Notes

SEMINARS

2007 
Intensive Course in Foreign Trade. Fundación Bank Boston

· Seminar: “Imports and Exports custom operations”

· Seminar: “Import Operations”

· Seminar: “Export Operations”

· Seminar: “Negotiable Instruments”

· Seminar: “International means of payment”

· Seminar: “Costs and Prices for Export operations”

· Seminar: “Legal Aspects of Foreign Trade”

· Seminar: “Negotiation”

· Seminar: “marketing”

