PERSONAL DATA:

Name: Silvia Roldan

Birth date: 21-3-67


Nationality: Spanish (from Madrid)

Civil State: Married (with two children)

E-mail address: s.roldan2001@jazzfree.com

Teléfono: 91-8156641

OBJECTIVE:

To provide exceptional customer service using my prior experience in Customer Service and Data Entry. Mi ideal is to work from my home office in a telecommuting capacity. I have a fully equipped home office and I am accessible by telephone, facsimile and e-mail. I have complete Internet access.

STUDIES:

Primary and secondary studies (in Madrid),

Pre-university studies (in Madrid),

Cambridge First Certificate in English (in England) ,

Cambridge Proficiency in English (in England),

G.C.E. `O´ LEVEL in English Language (in England),

G.C.E. `O´ LEVEL in Contemporary History (in England),

First, Second, Third and Forth official titles in English Language from the Spanish Official School of Languages (in Madrid),

Media Studies (in Madrid Complutense University).

OTHER SKILLS AND STUDIES:

Excellent communication abilities (written and verbal);

Demonstrated ability to meet deadlines;

Excellent organizational and time management skills;

Proficient in Windows 98 and Ms Office Professional Edition (Excel, Power Point and Word).

Customer Service course specialized in quality service.

LANGUAGES:

Proficient level of English: spoken in a native level and written perfeclty, having been studying it for many years and having practiced it and studied it in England, where I lived for two years. I also practiced it continuously in my bank job, especially since 1992, as I specify in my professional data below.

PROFESSIONAL DATA:

During the summer of 1986 I worked as a travel agent taking groups of passengers to New York, as well as dealing with the administrative tasks.

In December of 1986 I started working for Citicorp; in the beginning, I was a bilingual telephonist and, in March 1987, I joined the Accounting department where I also executed the back-up functions of the bank cashier. In February 1992, Citicorp offered me a new job in their Securities department where I worked until November 1999. In this department, which priciple objective was the custody and settlement of Spanish securities (fixed income and equities) from non-resident financial institutions all over the world, I was, at first, responsible of the operational functions, but since February 1993 until 1999, I became a customer service officer of this same department, having to deal directly with worldwide clients and, therefore, practising a financial  English language the whole day. 

At the moment, I am executing translations from English into Spanish and from Spanish into English  for companies which require my services via Internet, at all levels of difficulty and regarding any field, although I am specialised in financial and journalistic translations. 

