Ina Weiβmüller-Long
408 Stone River Road
Belleville IL 62221
Ina_Weissmueller2006@yahoo.com

______________________________________________________________________________
 

University of South Carolina Graduate is looking for an translating position. Native German who is fluent in both written and spoken English. Vastly experienced in general office work to include: switchboard operation/reception, typing, filing, data entry and computer literacy.
______________________________________________________________________________
Skills 
- Excellent Organizational Skills
-Telephone Based Customer Support
- Strong Customer Relations Skills
- Word Processing and Typing

- Computer Proficiency

- Windows/Mac Operating System
- Data Entry



- Filing

- 10-Key Calculator


- Document Reproduction
- Computer: Lotus, Word Perfect, Microsoft Word, Powerpoint, Excel, Microsoft OS, Apple Mac OS

………………………………………………………………………………………………………
 
Experience


02/2010 – current
New Balance 




1537 Fencorp Dr.




Fenton, MO 63026



Bilingual Customer Representative

· Telephone Based Customer Support
· E-mail Based Customer Support
· Navigating of the websites and admin programs
· Examining and understand of Customers circumstances 
· Handling secure and personal information
09/2009- current
Lang Mekra of North America 




101 Tillessen Blvd. 




Ridgeway, SC 29130




Tel.: (803) 337-4997




Translations from German to English. 
08/2009 – 12/2009
Louthian Law Firm

The Marlboro Building,
Suite. 300
1116 Blanding St.
Columbia, South Carolina 29201
Tel.: (866) 410-5656

Paralegal at the law firm include the following tasks:

                                   - Assisting the senior attorney
- Telephone Based Customer Support

- Detailed operation of call switchboard

                                   - Composing letters, memos and other office correspondence

                                   - Maintaining, updating, and securing vital complex personal record system
                                   - Verifying legal calendars and schedules

11/2008 – 04/2009
University of South Carolina 

Ted Mimms Foreign Language Learning Center
Humanities Classroom Building 101
Columbia, SC 29208
Tel: (803) 777-2083

Computer lab assistant in the Foreign Language Learning Center of the University of South Carolina. 

- Assisting Professors with technical equipment

- Assisting students with Mac’s and Microsoft operating systems 
- Inspecting the technical equipment for any malfunction
- Maintaining the Video/DVD database
- Securing the office after closing

            - Providing customer satisfaction through phone service 

08/2007 – 12/2007
University of South Carolina Sumter



200 Miller Road 




Sumter, SC 29150



Tel: (803) 775-3757

Clerk in the English department at the University of South Carolina Sumter.
- Telephone Based Customer Support



- Assisting Professors with document reproduction 



- Tracking, processing and organizing official office correspondence




- Maintaining, updating, and securing vital complex personal record system
10/1999 – 12/2001     ACE Insurance, 
                                   Lurgiallee 10
                                   60329 Frankfurt, Germany
Administrative Assistant in the Accident Claim Department of ACE                           Insurance S.A.-N.V. Daily tasks and duties in this fast paced office environment included:

- Telephone Based Customer Support 
- Detailed operation of call switchboard

- Performing claim evaluation

- Composing letters, memos and other office correspondence 
- Maintaining, updating, and securing vital complex personal record system
- Processing of accident claims and life insurances policies
 

 

04/1998                      Law Firm Henrici,
                                   Burg-Gräfenröder-Str. 28
                                   61184 Karben, Germany
  

           The internship at the law firm included the following tasks:

                                   - Assisting the senior attorney
- Telephone Based Customer Support
- Detailed operation of call switchboard

                                   - Composing letters, memos and other office correspondence

                                   - Maintaining, updating, and securing vital complex personal record system
                                   - Verifying and deconflicting legal calendars and schedules
 

…………………………………………………………………………………………………….                                                            

Education
                            

01/2008 – 05/2009
      University of South Carolina 

05/2005 – 12/2007            University of South Carolina Sumter
08/2003 – 12/2003            Bachelors of Arts in Sociology
                  Bachelors of Arts in German
 

11/2005                             Cornerstone Christian Correspondence School
                                          American High School Diploma/GED

                                          
08/2001 – 07/2002            Commercial College of District Wetteraukreis, 
      Am Gradierwerk 4 - 6
                                          61231 Bad Nauheim, Germany
The following college courses were taken:

- Office Management
- Accounting/Data Processing
- Computer Information Technology 
- Economics/Law
- Business English

 

08/1994 – 06/2001            Kurt-Schumacher-Schule
                                          Karben Weg 38
      61184 Karben, Germany
                                          German High School Diploma

              

……………………………………………………………………………………………………                                                                    
Languages              
 

- Native German 

- Fluent in written and spoken English

………………………………………………………………………………………………………

 
Immigration Status
 
- Green Card (since June 2004) 
………………………………………………………………………………………………………
 

 

Personal and professional references as well as supporting documentation are available upon request.
