Marcela Kirton
Address :Gral. M. de Guemes 4506 – 1603 Villa Martelli

Vicente López District, Buenos Aires Province, Argentina
 Mobile phone : (54911) 4428-2059
marcekir@hotmail.com
RESUME

SKILLS
Proactive
Self-starter

Goal- committed

Multitasker
Languages
English 100% fluency (reading-writing-verbal)
Spanish 100% fluency (reading-writing-verbal)
Computing Skills

Microsoft Business Office Package 2007
Working Experience
Office Manager
Executive Secretary
Administrative Assistant

Translator and Interpreter
Education
High School Diploma  - Psychology and Teaching Baccalaureate
Cambridge University General Certificate of Education “O” Levels
Elementary NEDT Grades 7-8  96 percentile
Experience
CYC Sistemas de Climatización S.R.L.

One year
Administrative Supervisor

Assistant to Managers – Interpreter - Translations

Independent

Six years
Freelance virtual office assistant, translator and interpreter
Property and investment administration
Northlands School
Admissions Officer and Administrative Assistant
St. George´s College North
Two years
Admissions Officer– Headmaster´s Assistant
Shell Chemicals
Two years
Assistant to CEO
Vereins-und Westbank

Two years
Executive Assistant to President
Private Banking Officer

Coats Viyella

Two years
Secretary´s Department Manager 
(managed ten employees) 
Exxon - Mobile
Eight years
Executive Secretary

Assistant to Management & Board of Directors 
