MELISSA ECHEVERS DE BISHOP
E-mail: melissabishop03@hotmail.com
Home phone: (507)262-0518

Cellular: (507)6676-2675
Panama, Republic of Panama
OBJECTIVE

To be able to obtain a post in an organization that will give me the opportunity, as a mature lady, to bring and share my broad experience and commitment in the secretarial/clerical field, as well as my proven English language skills.
WORK HISTORY

Nov 2008-present
Ambassador’s Assistant/Office Manager, Embassy of 




Canada;

May 2005-Oct 2008
Administrative Asst/Receptionist, Embassy of Canada;

Sep 2001-Apr 2005
Secretary/Translator to the Ambassador, Embassy of Egypt;

Jan-Jul 2001

Assistant Project Manager, Panama Audubon Society,




“Seminario de Comunicación Ambiental” (intermittent);
Oct 1989-Aug 1999
Administrative Secretary, U.S. Army Panama District 



Veterinary Command, Office of the Commander;

Aug 1983-Sep 1989
Administrative Secretary, U.S. Army Medical Dept




Activity Panama, Gorgas Army Hospital, Psychiatry Dept.;

Apr 1981-Jul 1983
School Secretary, Dept of Defense Dependents Schools, Howard Elementary School;

Jan 1981-Mar 1981
Clerk-Typist, U.S. Army Directorate of Engineering & 




Housing, Ref & A/C Section;

Dec 1980-Jan 1981
Accounts Maintenance Clerk, U.S. Army Medical Dept 




Activity Panama, Gorgas Army Hospital, Accts Payable Br.
WORK EXPERIENCE

I posses more than 28 years of experience in the clerical/administrative/secretarial fields, which almost 19 of them (1980-1999) were working for the U.S. Armed Forces in Panama.  In my current position, under the general supervision of the Head of Mission (Ambassador), I provide personal secretarial assistance; act as social secretary coordinating the social programs of the Ambassador; review correspondence requiring Ambassador’s action/signature/or received for his/her information; coordinate personnel services for the mission; coordinate workloads of locally-engaged secretaries; prepare hospitality quarterly budget reports; provide administrative support to the Consular program and Management section, and perform other duties.  Act as liaison with local government offices concerning the application and administration of diplomatic privileges, as well as doing frequent calling to enquire about updates/changes.  I posses experience in the use of various computer word software, such as MS Word, WordPerfect, MS Outlook, and others related to my duties within the mission.  I’m experienced in translating, verbally and in written format, from English to Spanish and vice versa, as well as composing and correcting a wide range of documents, including diplomatic notes and e-mails in both languages.  
EDUCATION
· Diplomado en Traducción (Translator’s Degree), Universidad Latina de Panamá, Oct 2008-Mar 2009;

· Diplomado Internacional en Protocolo y Ceremonial en la Gestión Pública y Privada, Universidad Santa Maria La Antigua (USMA), Mar-Sep 2007;

· Associate in Science majoring in Executive Secretarial, Saint-Mary-of-the-Woods College, Terre Haute, Indiana, USA; Sep 1978-May 1980;

· English-as-a-Second-Language, Saint-Mary-of-the-Woods College, Terre Haute, Indiana, USA, Jan-May 1978 (honor graduate);

· High School Diploma (Bilingual Business), Instituto Justo Arosemena, Panama, Panama, 1973-1977.
TRAINING COURSES
LES Receptionists’ Program, Department of Foreign Affairs and International Trade, Ottawa, Ontario, Canada, 8-17 May 2006.

AWARDS

· Exceptional Performance Award, received yearly from 1983 to 1999;

· Achievement Medal for Civilian Service, (1997);

· Veterinary Services Employee of the Quarter, (1996).

OTHER

Certified Public Translator, English-Spanish-English, by means of Law Decree No. 2025 of 11 August 2009 by the Ministry of Education of the Republic of Panama. 
PROFESSIONAL REFERENCES

· Priscilla Maloney, Panama-Canada Chamber of Commerce, (507)6450-1555
· Jose Herran-Lima, jose.herran-lima@international.gc.ca, 379-3801 (in Mexico)
· Ing. Lilibeth Langoni, Panama Canal Authority, (507)272-5166/226-5630

