ROSA MARIA(ROSIE)GRAZIANI

2136 Conifer Ave ( Winter Park, Fl 32792 ( (407) 657-1050 ( Fax:(407) 657-1050 grazianirs@aol.com

Professional Development

Bilingual Executive Assistant with experience managing daily office operations within fast paced environment. Able to build rapport with individuals from various ethnic cultures while bridging cultural gaps for both clients and co-workers. Skilled in client representation and mediation.  Proficient with current software including Word, Excel, PowerPoint, Outlook, and Internet. 

Education

Rollins College, Winter Park, Fl.               
Valencia Community College, Orlando, Fl.

BA International Affairs/Business                        AS Business Administration and Management

                                                                                       Diploma Convention Services
Professional Experience 

Foreign Cultures Specialists               USA and Europe

            1991-Present

Contract or consulting projects entailing office administration and international facilitation. 

· Provided education and resources to individuals from other countries to ease a transition to the United States.

· Facilitated corporate marketing efforts by translating all product features and benefits for international business transactions.

· Provided cultural counseling assistance and translating to international visitors who were the victims of violent crimes.

· Organized tours and travel arrangements for international groups while visiting.

· Legal translator/interpreter for workman’s compensation and immigration issues. 

· Professional translator/interpreter for business groups going abroad.

Alfa Romeo of North America
          Orlando, Florida                 
              1989-1991

Executive Assistant to the National Director of Field Inspectors.

· Organized daily business operations including bilingual correspondence.

· Purchased and distributed supplies; consulted with contractors.

· Maintained dealer files and computerized dealer evaluations.

· Responsible for invoicing and assisting dealer with parts inquiries.

· Supervised and handled public relations matters/marketing 

· Served as international language liaison.

Radisson Inn and Aquatic Center 
Orlando, Florida
   
               1985 -1988

Executive Assistant to Vice President/Personnel Director.

· Compiled, organized and secured personnel files.

· Coordinated marketing, purchasing and contract negotiations. 

· Implemented special training programs for aquatic club.

· Coordinated and supervised special sports events for aquatic club.

· Planned and handled public relations activities catered to sports teams.

Honors and Activities:

Certified Italian Language Professional (ATA);Court Interpreter  for Orange/Seminole/Osceola. 

