RESUME

NAME:  

MAURA ADRIANA ELORRIAGA CONTRERAS
DATE OF BIRTH:  
JUNE 30th, 1962
CIVIL STATUS:  
SINGLE

ADDRESS:

HUMBERTO DAVILA ESQUIVEL No.  341




COL.  S.N.T.E.  DE REYNOSA




C.P.   88747



REYNOSA, TAMAULIPAS

TELEPHONE:  
   
9-51-65-76 / 9-51-78-55   (HOME)



 
044-899-9-45-61-91  (CELL PHONE)
EDUCATION:       
BACHELOR’S DEGREE

LANGUAGES:     
NATIVE SPANISH SPEAKER



  
FLUENT ENGLISH  (WRITTEN AND SPOKEN)



  
BASIC FRENCH AND ITALIAN

PROFESSIONAL EXPERIENCE

COMPANY:   “SERVICIOS TRANSALTA, S.A. DE C.V.”



POSITION:  TECHNICAL TRANSLATOR          (2003)            (HIRED BY PROJECT)

FUNCTIONS:  TRANSLATION OF TECHNICAL DOCUMENTS FOR THE CC VALLADOLID III BIDDING PROJECT, FOR AN ENERGY GENERATION POWER PLANT IN MERIDA, YUCATAN.  TRANSLATIONS  OF POLICIES AND INTERNAL CORPORATE DOCUMENTS, BOTH FROM SPANISH TO ENGLISH AND ENGLISH TO SPANISH.  USAGE OF ELECTRONIC MAIL AND INTERNET.   





COMPANY:   “SK” Engineering and CONSTRUCTION”



POSITION:  TRANSLATOR          (2000-2001)      (HIRED BY PROJECT)

FUNCTIONS:  TRANSLATION OF TECHNICAL MANUALS REGARDING PEMEX REFINERY PROJECT IN CIUDAD MADERO, TAMAULIPAS; BOTH FROM SPANISH TO ENGLISH AND ENGLISH TO SPANISH.  USAGE OF ELECTRONICAL TECHNICAL TERMS DICTIONARIES AND ELECTRONIC MAIL. 





COMPANY: “CHERRY DE MEXICO, S.A. DE C.V.”




POSITION:  TRANSLATOR AND DOCUMENTS’ CONTROL SUPERVISOR               (1999-2000)

FUNCTIONS: TRANSLATION INTO SPANISH AND ENGLISH OF ALL KINDS OF TECHNICAL DOCUMENTS AS WELL AS CORRECTION OF DOCUMENTS ALREADY TRANSLATED BY ENGINEERS OR ADMINISTRATIVE PERSONNEL WHO WORK IN THE PLANT.  IN CHARGE OF THE DOCUMENTS’ CONTROL DEPARTMENT, CONVERSATION TALKS WITH AMERICAN PEOPLE IN WAUKEGAN, ILLINOIS, U.S.A.  IN ORDER TO CLEAR UP DOUBTS OR QUESTIONS RELATED TO DOCUMENTS THAT MUST BE KEPT IN THE DEPARTMENT’S FILES.  IN CHARGE OF TWO CLERKS IN THE SAME DEPARTMENT, TYPING OF PROCEDURES AS WELL AS THEIR TRANSLATIONS, RECEIVING OF DRAWINGS, DEVIATIONS, ECN’S, WORKING INSTRUCTIONS, FILING OF SAID DOCUMENTS IN CABINETS AND TYPING OF THEIR INFORMATION INTO THE COMPUTER, CONTROL OF FORMATS AND OTHER DOCUMENTS RELATED TO THE QS-9000 REGULATIONS. USAGE OF MATRIX AND MAPICS PROGRAMS IN ORDER TO GET NEW OR OBSOLETE ENGINEERING DRAWINGS, ETC. AND OTHER ACTIVITIES PERFORMED IN THE DEPARTMENT.

COMPANY:  “NPC INTERNACIONAL”







POSITION:   TRANSLATOR              (1998)

FUNCTIONS: TRANSLATION INTO SPANISH OF MANUALS REGARDING ALL THE FUNCTIONS TO BE  ENTERED AND APPLIED WHEN KEYING AIRLINES’ TICKETS; DIFFERENT MANUALS, SUCH AS “SALES DATA PREP”; “SALES DATA ENTRY”; “REFUNDS DATA PREP”; “REFUNDS DATA ENTRY”; “LIFTS DATA ENTRY”; “LIFTS DATA PREP”, AMONG OTHERS RELATED TO AMERICAN AIRLINES’ AND CANADIAN AIRLINES’ KEYING TICKETS FUNCTIONS AS WELL AS OTHER AIRLINES FUNCTIONS.  TRANSLATION INTO ENGLISH OF DIFFERENT TYPES OF DOCUMENTS SUCH AS AGREEMENTS AND CERTIFICATIONS, ETC.
COMPANY:   "ANLI, S.C."








POSITIONS:  ENGLISH LANGUAGE TRAINER, COORDINATOR AND TRANSLATOR         (1993-1997)
FUNCTIONS:  TEACHING OF ENGLISH AT A BUSINESS EXECUTIVE LEVEL  AT SEVERAL COMPANIES SUCH AS GILLETTE, S.A. DE C.V., ICA (CIVIL ASSOCIATED ENGINEERS) AND COCA‑COLA CO. (FEMSA). TO PREPARE LESSON‑PLANS FOR EACH CLASS, REVIEW TESTS, EVALUATE STUDENTS, PREPARE PARTIAL, MID‑TERM AND FINAL EXAMS FOR EACH LEVEL (BEGINNER, INTERMEDIATE AND ADVANCED STUDENTS). TO FILL OUT ATTENDANCE LISTS, PROGRESS REPORTS. TO GIVE PLACEMENT TESTS, TO INTERVIEW AND TO HIRE NEW TEACHERS, ETC. TECHNICAL AND LEGAL TRANSLATIONS CARRIED OUT BOTH FROM SPANISH TO  ENGLISH AS WELL AS FROM ENGLISH TO SPANISH.

COMPANY:  "UNIVERSIDAD DEL VALLE DE MEXICO"





POSITION:  UNIVERSITY ENGLISH PROFESSOR         (1991-1993)
FUNCTIONS:  TEACHING ENGLISH AT A HIGH SCHOOL LEVEL AS WELL AS A BACHELOR'S DEGREE LEVEL (BEGINNER, INTERMEDIATE AND ADVANCED STUDENTS). PREPARING OF PARTIAL, FINAL AND EXTRAORDINARY EXAMS, LESSON‑PLANS AND CONTROL OF GRADES AT THE END OF EACH SEMESTER.

COMPANY:  "MRS. DOREEN HEZEL TORRES"





POSITION:  TRANSLATIONS ASSISTANT     (1985-1991)
FUNCTIONS:  LEGAL AND TECHNICAL DOCUMENTS TRANSCRIPTIONS (SPANISH TO ENGLISH AND ENGLISH TO SPANISH). DICTAPHONE USAGE AND COMPUTER TYPING.

COURSES AND SEMINARS
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QS-9000 INTRODUCTION COURSE
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SUPERVISORY DEVELOPMENT SEMINAR
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SUPERVISION SEMINAR

[image: image4.png]



PERSONAL DEVELOPMENT COURSE
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OXFORD ANNUAL SYMPOSIUM
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QUALITY ADVANTAGES COURSE
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TOTAL QUALITY COURSE

COMPUTER SKILLS

WINDOWS ENVIRONMENT:       WORDSTAR, WORKS, WINDOWS‑WRITE, AMI.PRO 3.01, 




            WORD PERFECT, COREL WORD PERFECT, WORD 6.0, EXCEL AND      POWER POINT. BASIC KNOWLEDGE OF MATRIX AND MAPICS PROGRAMS.

            E-MAIL AND INTERNET USAGE.           
SPECIAL WORKS
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    TRANSLATIONS PRIVATELY CARRIED OUT. LEGAL, TECHNICAL AND COMMERCIAL  DOCUMENTS.
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    TEACHING OF ENGLISH TO BEGINNER AND INTERMEDIATE LEVEL STUDENTS, ALSO PRIVATELY.

BACHELOR'S DEGREE

INTERPRETOR‑TRANSLATOR
SCHOOL NAME:    INTERNATIONAL DE IDIOMAS
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   REFERENCES OR ANY INFORMATION REQUIRED WILL BE PROVIDED WHEN REQUESTED.

