Sandra Cinthya Colantonio
1827 Bay Ridge Parkway Apt. 1B, Brooklyn, NY 11204 ~ 949.584.3016 ~ SandraColantonio@gmail.com


EDUCATION

New York University, New York, NY
                present

Master of Art in Teaching French as a Foreign Language

Université Paris-Sorbonne (Paris III), Paris, France
    August 2010-May 2011
Graduate Program

Loyola Marymount University, Los Angeles, CA
   December 2006

Bachelor of Arts in French

Université Paris-Sorbonne (Paris IV), Paris, France
  September 2005 – January 2006

Semester Abroad

American University of Paris, Paris, France 
  September 2005 – December 2005

Semester Abroad

LANGUAGES

Fluent in both English and French
Solid comprehension and grammar of Spanish

Beginning knowledge of Italian

RELATED EXPERIENCE

P.S. 247, Brooklyn, NY 
             present

ESL Student-Teacher

· Observe and shadow teachers teaching English as a Second Language (ESL) to elementary students

· Create lesson plans in conjunction to that of the cooperating teacher

Lycée Marcel Pagnol, Athis-Mons, France


           2010-2011
Assistante d’Anglais

· Teach English conversation classes to French High School students
· Prepare High School level students to pass the BAC exam
· Assist English teachers in the classroom

EA Mobile, Los Angeles, CA 
2006-2007

QA Linguistic Game Tester – French

· Proofreading and editing of games in French
· Knowledge of game testing with J2ME and BREW builds
· Closely work and collaborate with teams on projects
ABC WordExpress Translations and Interpretations, Santa Monica, CA                                                                               2006

Intern and In-House Translator

· Marketing and project management assistant

· Translator, editor and proofreader of documents in both French and English language
PCH Electronics, Mission Viejo, CA 
 1998 – 2010
Office Manager and Translator

· Translate business processes from English to French and vice versa for international company with offices in Belgium

· Manage multiple phone lines
· Aide in the performance of domestic and international sales

American Translators Association                                                                                                                           2006 – present

Member

ADDITIONAL WORK EXPERIENCE
McConnell Dunning & Barwick LLP, Aliso Viejo, CA 
     2007 – 2010

Administrative Assistant/Secretary

· Perform administrative and clerical tasks

· Administer Marketing projects

· Perform office managerial tasks, including addressing clients, handling multiple phone lines, filing, and general flow of office

Dr. Daniel Fortmann Medical Office, San Juan Capistrano, CA    
          2006

Front and Back Office Work and Assistant to Head Nurse

· Perform EKG Readings
· Interact with patients and bring to the appropriate exam rooms

· Complete administrative and clerical work including filing and managing multiple phone lines

Las Brisas, Laguna Beach, CA                                                                                                                                                2005

Hostess
· Interact positively with customers and guests over the phone and in-person

· Collaborate with team, helping coworkers to improve workflow and customer service

· Handle reservations and help clients with individual needs

· Leader of each shift at Welcome Desk and Gift Shop

Romano’s Macaroni Grill, Aliso Viejo, CA                                                                                                                            2004

Hostess

· Handle multiple phone lines to answer customer questions and concerns
· Work in a fast paced environment alongside a team of servers and managers

· Provide friendly and efficient customer service

LEADERSHIP AND VOLUNTEER ACTIVITIES
FSEA (Future Scientists and Engineers of America), Mission Viejo, CA                                                                  1999 – 2003

After School Mentor

· Aided children in fourth through sixth grades in hands-on scientific projects

· Taught children about different basic principles of science and engineering through such projects

COMPUTER SKILLS
Microsoft Word, Excel, Power Point, Adobe Acrobat, Access, Publisher, Photoshop

REFERENCES
McConnell Dunning & Barwick
· Steven J. Dunning, Esq. – Partner

· Office Phone: 949.900.4400

ABC WordExpress

· Serge Rocco – Project Manager

· Office Phone: 310.260.7700 ext. 145

Dr. Daniel Fortmann Medical Office

· Cynthia Fortmann

· Office Phone: 949.493.7981

