	310 Farmer Bros. Dr.,

 Sedona, AZ 86336
	Phone: 928-204 1265, 

e-mail:mahasum@sedona.net


Claudia Weiss

	Experience
	2001 - 2002
Osho Academy
Sedona, AZ

Office Manager, Counselor

Correspondence with clients, program counseling, 
phone consultations, desktop publishing, booking and coordinating
telephone classes with international clients, translations German –
English, database upkeep, website updates.

	
	2000
Premier Fine Arts Gallery
Sedona, AZ

Sales Consultant

Sales, contacting artists for new consignments, internet research

	
	1995 - 1999
Osho Academy
Sedona, AZ

Seminar coordinator

Coordination and organization of seminars, including all aspects
of logistics, overview and organizing of assistants for both set-up 
and room teams, pre-meetings with participants, organization of
carpooling, organization of lodging, constant communication with other 
involved parties e.g. seminar leaders.

	
	Summer 1999
Think Tools GmbH
Munich, Germany

Office Manager

Organization of seminars with Knowledge Managers of international
companies, communication with press, scheduling interviews, TV
coverage, translation German-English, English-German, proofreading articles and 
presentations, reorganization of office, travel arrangements, hiring
office personnel, administrative work.

1996 – 1998   (4 months each) Morphosys GmbH                     Munich, Germany

Assistant to CEO

Biotech company, mainly scientists. Interface between CEO and
all departments, organization of meetings, reorganization of office,
travel arrangements, set-up of new reception area, personnel functions: interviewing candidates, translating and interpreting German-English, English-German on
a daily basis, Public Relations, preparation for IPO, coordinating 
preparing material for prospectus, coordinating lawyers, 
communication with Board members, venture capitalists, 
helping organize road show etc.

1991 - 1995
Patent Lawyers Betten & Resch
Munich, Germany

Administrative Assistant

Preparation and administration of patent and trademark applications
in German and English, responsibility for deadlines, reporting to 
clients.

1985 - 1990
DeHypno Verlag
Munich, Germany

Manager of Therapy Institute

Organization of seminars (scheduling, logistics, bookings)
in Germany, Switzerland, Italy. Advertising, designing and 
writing brochures, desktop publishing.

Production and marketing of audio tape series.

1983 - 1985
Institute for Humanistic Therapy
Munich, Germany

Organization of Seminars

Responsible for overall organization of seminars, contact person 
for therapists and clients, advertising, printing of brochures, 
interpreter for English speaking therapists in seminars, organization
and supervision of reception and booking departments.

1981 – 1982
Digital Equipment GmbH
Munich, Germany

Assistant

Assistant to Manager for Finance and Administration for
Europe. Translations German-English, English-German

1980
University Munich
Munich, Germany

Research Assistant

Scientific research for interdepartmental project social psychology
and architecture at Technical University.



	 Education
	1973 - 1979
LMU University, Munich
Munich, Germany

B.S. Equivalent in Sociology studied Sociology and Social Psychology.



	Other Training
	2000 – 2002
Telephone class teacher training, Osho Academy
1993 – 1995 
Subtle Body Healing Training and Esoteric Science Training, Osho Academy
1985 – 1990
Ongoing Hypnosis and NLP Training, Ragini Richards, Dr. G. Bayer
1989 
Counseling Training, Poona

	Skills
	English: very good (translator), German: mother tongue, French: understanding of
written texts, Italian: understanding of simple language.

Extensive computer experience with Apple Mackintosh and PC.
Word, Filemaker Pro, Exel, Power Point, Internet, some Desktop 
Publishing, Windows Millenium.
Flexibility and openness to learn, communication and people skills,
can work self-directed, can prioritize.

	Interests
	Meditation, people, design, decorating, gardening, music, theater, hiking, gardening, computers.


