	DANIELA LESCANO


(  50 Ruddington Drive – suite 1305 . North York ON M2K 2J8
( 416-250-6804  ( lescanodaniella_ca@hotmail.com

Qualifications

· Proven experience in Customer Services Assistance both in personal and on the telephone

· Enthusiastic quick-learner with initiative, dynamism and team spirit

· Able to work under heavy pressure, with minimal or not supervision

· Experience with a busy office environment

· Ability to handle constant change and deals well with crisis situations

Skills

· Multilingual in Spanish, English, French and Italian

· 10+ years of Reception-Secretary experience along with proficient knowledge in PC applications likes Word, Excel, Power Point and Internet

· Familiar with office equipment likes Fax, Telex and Telephone systems (Lucent, Siemens and Ericsson Technology)

Work Experience

Acuity Funds Ltd.

Bilingual Client Services



Toronto, Canada
  
Present


· Creating and maintaining client reports 

· Assist to the clients by providing them information

     of all our products and the accounts as well.

·    Making outbound calls to follow up all the French inquiries.

·  Additional special projects and duties as assigned by the supervisor

IBC (Insurance Bureau of Canada)

Bilingual Receptionist
Toronto, Canada
2004 – Sept 2006
· Operate system console, receive and relay incoming calls

· Greet and direct clients

· Book meeting rooms when required

· Assist administration staff with mailing as requested

NIDERA ARGENTINA SA (www.nidera.com.ar)
Bilingual Receptionist & Assistance
Buenos Aires, Argentina
1999 - 2003

· Answered telephone and directed calls as necessary

· Greeted clients to office

· Sent, received, sorted and classified Fax, Telex and E-mail messages

· Assisted managers and staff as needed

· Translated import-export documents, brochures and other info from Spanish into English and French and from English and French into Spanish

S.P.M.  SISTEMA DE PROTECCION MEDICA SA (www.spm.com.ar)
Call Centre Operator Assistance
Buenos Aires, Argentina
1996 - 1999

· Answered a busy switchboard with 30 lines

· Negotiated solutions for customer inquires

· Translated correspondence and Medical Documents from Spanish into English and from English into Spanish

ESTABLECIMIENTO LAS MERCEDES SRL (Chemical Company)
Bilingual Assistance
Tucumán, Argentina
1993 - 1995

· Assisted managers and staff as needed

· Arranged and scheduled meetings and appointments

· Co-ordinated incoming/outgoing mails

· Answer a busy switchboard with 30 lines

HEXADE SRL (Texas Instruments Dealer)
Bilingual Assistance
Tucumán, Argentina
1991 - 1993
· Provided assistance to the manager

· Co-ordinated and arranged travels and meetings

· Sent & Received Fax and messages

· Prepared the sales report (yearly computer sales)

· Support accounting

· Answer a switchboard with 10 lines

Education

· Certificate in Professional Translation - English/Spanish - University of Toronto  
  2005 - 2006

· Executive Secretary Diploma.IASE Instituto Argentino de Secretarias Ejecutivas
2002 - 2003

Languages Studies

· Diploma of French Language (Delf 1,2,3). Alliance Francaise, Buenos Aires, Arg.

1999 - 2002
· Diploma of Italian Language. Asoc. Dante Alighieri, Buenos Aires, Argentina

1997 - 2000
· Course of “English for Work”. Oxford Academy, Oxford, England

1998
Courses & Seminars

· Customer Satisfaction Workshop. Wilson Learning Corp.

1998
· Seminar “The key for the Customer Satisfaction”. Wilson Learning Corp.

1997
References

Available upon request
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