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SUMMARY

· QA Trainer and Quality Assurance Analyst contractor with Vettanna, English-French-Spanish.

· 6-month contract as a Senior Quality Assurance Developer and Technical Editor with Tangram Enterprise Solutions, in Cary, NC.

· Part-time Translator from English into French with Melchior.com

· Over 5 years as a Quality Assurance Analyst and Technical Editor with DCC-Technology Management Group, and then Wyzdom Solutions Inc., in San Francisco, CA.

· 1 year as a Technical Writer and Editor (French) with La Formatique, Computer school in Geneva (Switzerland).

· 14 years as an Executive Assistant, Office Manager, and Administrative Consultant, Geneva (Switzerland), Prag (Czechoslovakia), Seoul (Korea), Sevilla (Spain). Permanent and contract positions.

· I speak and write in 4 languages.

I am an excellent team member, able to work efficiently under both organizational direction and independent self-direction. I am fast, organized, accurate and very detail oriented. I have very good communication skills.

COMPUTER SKILLS

DOS, Windows 3.x/95/98/NT/2000, MS Office 2000, Word, Excel, Access, PowerPoint, FrontPage, RoboHelp 2000, Onyx, Oracle 7 and 8, SQL Server 6.5 and 7.0, IIS Server, Visual Test, Visual Source Safe, QuarkXPress, Adobe: Framemaker 5.5, PageMaker 6.5, Web authoring skills.

LANGUAGE AND TRANSLATION SKILLS

French:

Primary language

English:

Fluent, formal studies, Geneva, Switzerland.

Spanish:
Fluent, formal studies, Geneva, Switzerland and Escuela La Antigua, La Antigua, Guatemala; worked and lived in Spain.

Italian:
Formal studies, Geneva, Switzerland. Not used lately.

· Professional translations of technical and legal documents for Melchior.com.

· Technical Writing and Editing at Wyzdom Solutions Inc. and DCC-TMG.

· Technical Writing and Editing at La Formatique, Geneva.

· Text revision and translation from English and Spanish into French for legal texts at the International Committee or the Red Cross, Geneva. 

· Editing of scientific publications (English) for PH.D. Computer Scientist Frederic Gruau. 

· English translation and revision of French version for European Zen Association book.

· Editing of Political Science University Thesis, Geneva.

· Translation for Maison de la Culture de Saint-Gervais, Geneva (Spanish Poetry, film dialogues into French).

Recently translated projects:
· Technical Help file using Robohelp 2000 (14,000 words) - 48 files were from a previous translation which I had to update to the new version of the machine, and 55 files which I had to translate from scratch.
· Legal document using Word 2000 (20,000 words).
· Technical description of sealant products for a website (600 words).
· Software documentation using FrameMaker 5.5.6 (1800 words).
· Technical documentation related to safety, using FrameMaker 5.5.6 (300 words).
· Marketing document/slides using MS Word and Powerpoint (14500 words).
WORK HISTORY

September 2001 to Present: Contractor with Vettanna.

I am working from home, testing various projects for Vettanna.com, in various languages. I am also working as a trainer and just completed my first class at Kaiser Permanente.

March to August 2001: Contract position with Tangram Enterprise Solutions, Inc. Cary, NC, Senior Quality Assurance Developer and Technical Editor.

I was hired by Tangram Enterprise Solutions to ensure the knowledge transfer of the Wyzdom and Linkwyze products (see below). Lived 6 months in North Carolina to complete the project. Transferred documentation from Wyzdom to Tangram and created new documentation. Trained QA department in the products, and acted as liaison between QA and Engineering departments. Served as one of the main sources of information for the further development of the new Enterprise Insight (E.I.) product: organized and held meetings to provide Engineering and QA Departments with knowledge and understanding of missing features in the product, and ensure proper development and testing, in the ASP model. Tested Beta and 3.1 versions of E.I. and reviewed and edited the technical documentation and help file. Taught bi-weekly yoga classes.

August 1996 to February 2001: Wyzdom Solutions Inc., San Francisco, CA, Senior Quality Assurance Developer, Technical Editor.

Senior Quality Assurance Developer, QA lead and coordinator. I started on a temporary assignment to create a Help File from an existing user's manual. I rewrote some parts and edited the text. I was then hired as a Quality Assurance tester and Technical Editor. I have tested 8 consecutive versions of Wyzdom, an Enterprise class asset management software, and several additional patches and service packs on SQL Server and Oracle. Wyzdom includes 125 screens and over 2500 fields. Originally written in Java, the product was rewritten to operate in an ASP model. I wrote test cases, installed the software on the client and server, and created and set up the Oracle and SQL Server databases. I was responsible for testing all aspects of the system, including business rules, “look and feel” and consistency, from Install shield to Security features and Reports. I also tested several versions of Linkwyze, tool enabling import of data from any database to a Wyzdom database via an Excel spreadsheet, or export of data from a Wyzdom database to an Excel spreadsheet. I started when the company was beginning, so I have a wide and deep understanding of the whole development process and of the product. I worked very closely with our Technical Writer and Director of Engineering. I edited all the technical documentation and wrote the Release Notes for each version, and I raised and help resolve design issues before, during and after development. As a QA lead and coordinator, I trained junior QA employees, supervised them, held weekly meetings, prioritized and shared workload between testers and also administered our bug tracking system database. I also created a website for our department.

February to August 1996: Various temporary assignments in San Francisco, CA.

Complex data entry into Excel and Lotus spreadsheets to produce accurate and complete lists and records for a survey, proofreading; database and spreadsheet maintenance; complex invoicing; filing; use of fax; transcription of legal dictation; bookkeeping on Macintosh.

1993-1994: Olizane Publishers, Geneva, Switzerland, Executive Assistant (Contract position).

Answered Director's correspondence; composed and wrote letters; production of marketing material; translation; conducted research for book projects; maintained library; mailing; telephone; fax; use of Macintosh Word, Excel and PageMaker.

1993-1994: La Formatique, Geneva, Switzerland, Technical Writer and Editor (Contract position).

Updated and edited training manuals for computer school. My job was to upgrade (edit and/or write/rewrite) the training manuals to match the latest versions of the software taught at the school, to update the various screenshots and to integrate them into the text. Use of Word, Word Perfect, Excel, Paint Shop Pro.

1991-1992: Executive Assistant consulting position for International Committee of the Red Cross (ICRC) in Geneva (Switzerland) and Sevilla (Spain).

I was hired as an Executive Assistant by the International Promotion Bureau of the ICRC for the Sevilla Universal Exhibition. In Geneva, Executive Assistant to the Director: attended and took minutes at meetings, prepared various material for the exhibition, briefing for responsibilities in Sevilla, which consisted of settling the office facilities and finding lodging for the ICRC collaborators. Contacts with local authorities in Spanish for various administrative questions, hiring of office equipment, liaisons with the general quarters of the Institution and Spanish Head Office in Madrid, composed and wrote Director's correspondence in English, French and Spanish.

1991-1992: World Council of Churches, Geneva, Administrative Consultant for Conference in Seoul (Korea) and Prag (Czechoslovakia).

I was hired as an Administrative Consultant for the Registration Office for the Seoul and Prag conferences. My job was to gather and enter participants’ data in Geneva, and then in Seoul and Prag, administer our database of over 1000 people; produce various and complex reports for optimal accommodation and orientation of participants.

1986-1991: Totalwood Systems, Executive Assistant and Office Manager, Geneva, Switzerland.

Only employee, responsible for Geneva office, holding 4 different companies, in charge for all operations: liaisons with Head Office in Paris; contacts with retailers in France, Germany, England and Italy; composed letters, produced proforma and complex invoices using advanced Framework data and spreadsheet features; contact with customers in North Africa, travel arrangements for the director; produced monthly financial reports; general accounting, mail, telephone, fax, filing.

EDUCATION

2000: Technical Editing class, UC Berkeley Extension.

1997-1998: Classes in Oracle, Access, Introduction to C Programming, HTML, Windows NT.

1996: Classes in PowerPoint, Windows 95, QuarkXPress.

1995: Certification in Shiatsu Therapy, Shiatsu Institute, San Francisco, CA.

1987-1991: College of Geneva, Graduated in Languages.

1977-1980: Business Apprenticeship, Geneva, Swiss Federal Certificate.

