Patricia Moreno Cowan

3840 Greystone Avenue, #BN • Riverdale, NY  10463

Phone (718) 796-4383 • E-mail Cowanmoreno@aol.com

	skills

	
	· Good interpersonal skills coupled with strong written and verbal communication skills.  Verbal and written fluency in Spanish.  Good project management, organizational and multi-tasking abilities.  

	experience

	
	2002
The City College of the City University of New York
New York, NY

Adjunct Instructor, ESL

· Teach English-as-a-Second Language Level 1-2 for the Spring 2002 semester

	
	2001 - Present
CP Language Institute
New York, NY

Spanish Instructor; Medical Interpreter, Translator (Spanish     English

· Teach basic and intermediate Spanish.

· Work as a medical interpreter for NY-Presbyterian Hospital, Weill Cornell Medical Center.
· Translate and proof general, social service, and medical documents from English to Spanish and Spanish to English.  Successfully translated Mt. Sinai International Center Website.

	
	1989 - 2001
English and Writing Tutor
New York, NY

· Freelance and part-time tutor for college and graduate students

	
	1989 - 2001
Spanish to English Translator and Interpreter
New York, NY

· Translated and edited literary, academic, technical, medical, and general business documents for private clients on a freelance basis.

	
	2000 - 2001
Morgan Stanley
New York, NY

Graphics Operator, Creative Services, IBD

· Created specialized business presentations using PowerPoint, Excel and Word

	
	1998 - 2000
UJA-Federation of New York
New York, NY

Assistant to the Executive Director for Strategic Planning and Operations

· Managed the office of the Executive Director

· Coordinated and facilitated all the special projects of the Executive Director, inclusive of donor solicitation strategy, internal donor coordination, research on specific industry trends.

· Coordinated administrative duties of the Philanthropic Leadership Group support staff.

1997
Manhattan Eye, Ear & Throat Hospital
New York, NY

Surgical Services Coordinator

· Assisted the Executive Director for Surgical Services with administrative duties, inclusive of payroll, and facilitated special projects of the department.

1996 - 1997
Optimal Living Associates
New York, NY

Director of Operations

· Managed the day-to-day operations for a small alternative health company.

· Responsible for accounts payable, accounts receivable, staff training, client sourcing, vendor sourcing, and coordinated the marketing strategy.

1991 - 1996
Freelance Marketing, Industry and General Researcher
New York, NY

· Clients included Mitsubishi International Corporation, Manhattan Eye, Ear & Throat Hospital, Merrill Lynch, two small start-up export firms, and a weekly news publication headquartered in Madrid, Spain.

· Conducted a confidential research project involving an SEC investigation for the Municipal Markets Legal Counsel for Merrill Lynch

· Coordinated the Variable Rate Preferred project; an intra-departmental project, for the Merrill Lynch Debt Markets.  Increased account executive participation from 3% to 90%.

· Planned and developed Latin American marketing strategy for two small businesses.  Coached senior managers in marketing, sales presentations, sourcing and research, corporate image, general operations.

· Researched general interest articles for weekly news publication in Madrid, Spain.

1990 - 1991
Mexico Conference Group
New York, NY

Director

· Managed Mexico’s first foreign investment promotion project in Hong Kong.

· Developed and implemented marketing and public relations strategy in Hong Kong, Taiwan, Japan, Australia, Korea, Singapore, Canada, and the southwestern U.S.

· Coordinated pre-conference business-to-business meetings for Asian investors seeking investment ventures in Mexico.

· Enlisted and organized the participation and support of local trade organizations, diplomatic, political and government institutions from Hong Kong and Mexico, Hong Kong business leaders.

1987 - 1989
Leaders Magazine
New York, NY

International Affairs Coordinator

· Managed the International Department of a quarterly business magazine with a global reader base.

· Implemented departmental strategy, supervised sales force, developed and implemented marketing strategy for Asia, Latin America and Africa.

· Coordinated research and sales of special foreign investment section.

· Coordinated research of international business and politics articles.

	Education

	
	2001-2002
Hunter College, CUNY
New York, NY

Certificate in Interpretation (in process)

1995
New York University
New York, NY

BA, Literature and Literary Studies.

· Thesis:  The Function of Mono no Aware in The Tale of Genji

	ACTIVITIES AND Interests

	
	Presenter, University of Pennsylvania, N’gugi Wa Thiongo Conference (1994)

Guest Lecturer, New York University, School of Continuing Education, (1994 and 1995)

Coach and Team Leader, Landmark Education, Phone Campaign (1994-1995)
Producer of The Archanians, New York University, Department of Classical Studies (1987)

Interests: Essay Writing, Biochemical Nutrition, General Science and Physics, Philosophy, Comparative Literature, Literary Translation (Spanish to English), Yoga, Piano 


