Maria E Kling

264 Victory Lane ( Rockwall, TX 75032

(214) 244-4278 day ( (972) 772-2702 eve ( (972) 722-1818 fax ( maria_e_kling@yahoo.com
PROFESSIONAL PROFILE

· Creative, results-oriented, energetic and people-minded professional with over 11 years of progressive business experience, including experience in organizational development, interpreting/translating, research, writing/editing, team building.  Fluent in Spanish and French.

PROFESSIONAL SYNOPSIS

· Provided Spanish interpretation in court settings, Workers Compensation Commission, medical hospitals, and law firms for the Dallas and vicinity counties.

· Translated various types of documents including information for the San Antonio Independent School District, Federation Credentials Verification Service. 

· PR - Researched and compiled corporate information of company data for distribution to potential clients.

· PR - Researched, created and maintained innovative spreadsheets with information of prospective clients.

· PR - Assisted in the prosperous and productive development of client relationships.

· Provided optimal support on proposal creation and preparation for business presentations.

· Proofread and edited due diligence reports compiled by Partners, Directors and Managers.

· Processed time and expenses reports efficiently and accurately.

· Assisted in strategic initiatives, general administration, client billing, and securing all executive-level travel arrangements.

· Maintained and reported to management events timetables for the IADB Annual Meetings.

· Coordinated information accordingly from protocol, conferences, and executive meetings.

· Created documentation and coordinated departmental staff meetings.

· Prioritized and reviewed incoming documents to ensure accuracy, completeness and proper focus.

· Trained and supervised clerical staff.

· Served as first point-of-contact for The Embassy of Ecuador.

· PR - Composed and disseminated brochures and press releases with Ecuador-related information.

· Improved and updated a United States-based Ecuadorian citizen directory.

· Screened, interviewed and selected financial aid candidates for Brown County Community Services- Minnesota. 

· Served as a caseworker for the disbursement of financial aid to low-income families, providing Spanish interpretation when needed.

· Provided freelance-based Spanish interpretation for various counties, law firms and health insurance companies in Minnesota.

PROFESSIONAL EXPERIENCE

Interpreter/Translator - Tizoc’s International Language and Marketing Consultants – Dallas
2001- Present

Executive Assistant - Transaction Services Group - PricewaterhouseCoopers LLP – Dallas, TX
2000- 2001

Consultant - Secretariat Department - Inter-American Development Bank – Washington, D.C.
1996-1999

Office Assistant - The Embassy of Ecuador – Washington, D.C.
1996

Financial Worker/Interpreter - Brown County Family Service Building – New Ulm, MN
1992-1993

Freelance Interpreter, self-employed - Minnesota
1990-1995

EDUCATION

Bachelor of Science in Public Relations – Cum Laude, Minnesota State University

Certificate of French Language, La Sorbonne, Paris
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