EDY NORA VIGNE

R. Naón 2726, 2º “10” – Buenos Aires, Argentina                                                          

11-4543-1461
edyvigne@hotmail.com
WORK EXPERIENCE
I have a vast experience working as a bilingual Executive Assistant/Secretary.  One of my responsibilities in such capacity was to translate correspondence and various documents and coordinated international meetings and conventions providing support to participants in various languages.

Currently I am working as freelance translator in several projects being my specialty in technical, legal and medical documents. I have also worked in several projects involving tourism, and protocol and historical information. Also, I am experienced Transcribing audio tapes of interviews, surveys and focus groups in both English and Spanish.
Freelance Translator, Research Support Services, Evanston, Illinois     2006 to Present

· Translation of research instruments into Spanish.
· Transcription of audio of interviews, surveys and focus groups in both English and Spanish.
Administrative Assistant, Halcrow Group



           2007-2009

(International Engineering Consulting Group)  - Buenos Aires, Argentina 
· Interpreter for international phone calls and video conferences.  Serve as a liaison and coordinator for business travelers from all around the world.
· Translate technical documents, proposals, contracts and CVS
Assistant to the President, Rotary International, Evanston, Illinois
1999-2004
· Translate heavy international correspondence for the President.  Act as a liaison between Rotarians from around the world and various departments of Rotary International.    

· This position required international travel accompanying the President. 

Executive Assistant to General Director, Shaklee Argentina             
1996-1998

· Liaison between Headquarters in San Francisco, California and the General Director in Argentina.
· Translation of documents and serve as interpreter for the General Director in seminars, meetings and telephone calls. 
Private Secretary, Jorge Blanco Villegas - Argentina


1993-1996  

· Provided bilingual support to this very important businessman and public figure. Coordinating international business trips and meetings as well as public audiences.  Managed agenda of official visits accompanying the President of Argentina. 
· Coordinated domestic and foreign interviews with newspapers, radio and television. Coordinated press conferences.

Administrative Assistant, Bahá’i National Center – Wilmette, IL           
1990-1992

· Assistant to the General Manager of Properties:  Maintenance and preservation of Bahá’í buildings throughout the United States.
· Bilingual Administrative Assistant of Operations Office for the Bahá’i World Congress held in New York in 1992 with 30,000 participants from around the world.
Executive Secretary, NCR International, Inc. - LASA


1988-1989

· Assisted the General Manager in supervising the Latin American South area and in his relationship with General Managers of Argentina, Chile, Brazil and Peru.

· Translation of proposal, sales and legal documents from Spanish and Portuguese into English.
COMPUTER SKILLS

Excellent command of computer software: Microsoft Windows Office 2003/XP (Word, Excel, Power Point and Outlook), Internet and electronic mail.  TRADOS as a translation tool.
LANGUAGES

Fully bilingual: English and Spanish (USA citizenship)


Very good comprehension of Italian.

.

Ability to translate written Portuguese and French.

EDUCATION
Associates Degree in Business and Administration
Executive Assistants Association - Argentina

Courses at Oakton Community College – Skokie, Illinois

 - Group Coordination and Leadership; 
-  Events Coordination; 
-  Travel Agent, Tourism and Hotel Reservations; 
-  Data Processing and Programming techniques













