Av.  Higienópolis, 147  aptº . 10-B


01238-001            São Paulo, SP 


Phone:    (11) 3 257 72 75


Cellular: (11) 99 41 21 99


Elenizia Maria Gomes Lobo


Brazilian, Single, 47 years old


Schooling:


English - Portuguese - Mackenzie University - 1978


Southern High School - Oakland, Md USA - 1971


Main courses:


Lower Certificate in English - Cultura Inglesa - 1974


Certificate of Proficiency in English/University of Michigan - 1976


University of Brighton / ESL Through Media - 1984


Brain Dominance Technology Seminar - 1994


Data Processing - MS Office Windows - 1995


An Executive Secretary and her Education to Make it Happen in a Speedy Way at Companies - III Special Amana Seminar - 1995


Qualifications:


Experience in performing tasks at presidency and directory levels, organizing national and international events, responsible for several presentations, welcome foreigner visitors and other activities.





Professional Experiences:


Nov/97 to Jun/02		Dow Corning do Brasil


Position: South American Commercial Director’s and Administrative Leader 


Responsible for all the office environment, supervising recepcionists, secretaries, answering all the director’s requests towards his own role in the organization. 


Oct/96 to Oct/97		Fragrance Expertise International Consulting Services


Position: Director’s Assistant


Responsible for all the office environment, translated and wrote olfactive training which is oriented for marketing and development teams at the perfumery and cosmetic segment. 


Aug/90 to Sept/96		Givaudan-Roure do Brasil Ltda.


Position: Executive Director/President’s Secretary


Responsible for all tasks related to the position, answering all needs of fragrance division and management committee. I performed relevant role during two merge processes, being oriented to keep the team together and high spirits among employees.


Jun/88 to Dec/90		New Chance Escola de Idiomas S/C Ltda.


Position: Coordinator and English Teacher


Responsible for new teachers’ training, updating the old ones. I was responsible to implement all students’ evaluation and also taught high level courses, showing basic cultural differences between both countries which is essential to learn a second language.


Nov/85 to May/88		Rigesa, Celulose, Papel e Embalagens Ltda.


Position: Director’s Executive Secretary


Responsible for all tasks related to the position, having replaced the president’s secretary several occasions in a different  city (Valinhos). Answer and orient customers in order to improve service quality. 


March/78 to June/87		União Cultural Brasil Estados Unidos


Position: English Teacher


I taught to different levels, monitoring a group of five teachers to solve some common problems and set up strategies to improve teaching techniques in the classroom.





Other Professional Experiences:





Co-writer, ESL book, “Way Out” - FTD - 1993


Proof-reading and translation of books for Macmillan do Brasil - since 1996 


Magazine translator for the perfumery and cosmetic segment - since 1994.
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