MARGARITA GUILLEN
Via Renier No. 25/2

Turin 10141

Italy

Telephone: 

home 011/38.25.389, cellular 338.25.89.049

PERSONAL INFORMATION

Born January 10th, 1968

In Chihuahua, Mexico

SUMMARY
 Well rounded in different aspects of business, working experience in international environment, excellent communication skills in English, Spanish and Italian very fast learner, fluent in 3 languages. College degree in Industrial and Systems Engineering. Lived and worked in the United States for the last 10 years.
WORK EXPERIENCE

Dade Behring, San Jose, California, Dec.  1999 – March 2000 (temporary assignment)

Marketing Coordinator for Latin America


Organized annual Latin American Sales convention in Acapulco, Mexico, for 150 people


Served as link for the Latin American offices, to find information on product specifications in U.S. office


Assisted Latin American Sales Manager in U.S. office.

DEY Laboratories, Napa, California, Dec.1997 - Dec., 1998

Accounts Receivable Clerk

Reconciling and collecting of two of the company's largest customers’ account.

Lonely Planet Publications, Oakland, California, 1996 - 1997

Accounts Receivable/Credit Manager


Supervised collectors' team


Negotiated payment schedules with largest customers in the U.S.


Evaluated and re-evaluated Customers for credit.


End of month functions: Coordinating A/R reporting and billing. 


Often consulted by the Latin American Sales Manager with advice regarding 
different aspects of doing business in the area.


Translated first Travel guide sample into Spanish.

Notimex Mexican News Agency, Washington, DC, 1994 - 1996

Office Manager - Regional Office (for USA and Canada)

Prepared and presented Financial Statements to headquarters in Mexico city.


Prepared annual/monthly budget.


Verified compliance with budget and analyzed variances.


Full charge bookkeeping: (A/P, A/R, G/L, and Financial Reports preparation)


Implemented new accounting and operations system.

Royal Home Fashions, Durham, NC, 1993 - 1994

Packaging Engineer

Designed packaging supplies and customers' instruction booklets for new products. 


Generated all packaging instructions for production operators in 4 plants and 
outside contractors.



Managed packaging supplies database for purchasing and production's use. 


Facilitated production control by calculating staffing requirements and cost 
standards in packaging lines.

Compagnie Generale de Geophysique, Mexico city, Internship Spring 1990

Assistant to Director

Coordinated activities to relocate Latin American headquarters of French company 
from Ecuador to Mexico.


Adapted accounting system to suit operations in Mexico (using Foxbase).

Offex, S.A. de C.V., Mexico city, 1988 - 1989

Management Assistant

Assisted in implementation of accounting and inventory management systems.


Managed Accounts Payable.


Supervised annual inventory taking process.

EDUCATION
BS, Industrial and Systems (Business Systems) Engineering, December 1991

Instituto Tecnológico y de Estudios Superiores de Monterrey - Mexico

Accredited in the United States by the Southern Association of Colleges and Schools

Took a Financial Management class at UC Berkeley Extension.

COMPUTER SOFTWARE KNOWLEDGE

All Spreadsheets, Word, Works (Mac and PC), Pascal and Foxbase (programming)

LANGUAGES
Spanish, English, Italian and some French

References available upon request.

