MARY PENNINGTON

Av. Santa Fe 2664, 5° Piso A

(1425)  Buenos Aires

Tel. 54 11 4891 2138

marypennington@uol.com.ar

RESUME OF QUALIFICATION
SUMMARY OF QUALIFICATIONS:

Offer a highly qualified and conscientious individual with extensive experience in the secretarial, public relations and human resources fields.  Have extensive public contact experience, and work well with others from diverse national, cultural and ethnic backgrounds.

Offer good judgment and decision making abilities, and effectiveness in positions of independent responsibility.  Bring a cost-conscious and timely attitude to every task or activity, work well under pressure and in situations demanding extra effort.  Articulate in both written and spoken communications, and fully bilingual in Spanish and English.  Offer personal maturity and integrity, translating, writing and editing ability, a keen insight into interpersonal relations and the desire to continue my progress both personally and professionally.

EDUCATION:

· Buenos Aires University - Facultad de Filosofía y Letras - Anthropology (2 years)

· Instituto Martín y Omar, San Isidro - Graduated with honors as a Grade School Teacher  (Maestra Normal Nacional).

· Instituto Cultural de Londres, Certificate of Proficiency in English

LANGUAGES:

English - Excellent (mother tongue).  English/Spanish teacher at Linguatec International Centers. 

Basic knowledge of French and Italian.   

Free-lance translator – English>Spanish, Spanish>English.  Have translated documents related to various subjects:  Oil & Gas industry (Drilling, Geostatistics, Soil Recovery), Mining, Film Editing, Contracts, Agreements, CV’s, Dance.  Translating and editing has been a normal part of my daily work as a bilingual secretary since 1968.

EXPERIENCE HIGHLIGHTS

· 2001 to date
STANDARD & POOR’S

Administrative Assistant, Bilingual Secretary to Managing Director and Latin America Region Head

Secretarial tasks, translating, organizing executives agendas and travel arrangements for Managing Director in Buenos Aires and for Latin America Region Head, located in New York.  Preparation of expense reports.  Preparation and co-ordination of seminars, presentations, visits of senior executives from the U.S., organization of their agendas, transport and hotels in Buenos Aires.  Procurement: supervise all purchases for the Buenos Aires office and dealings with suppliers in a changing economic environment.  Handle all travel, hotel and visa requirements for the Buenos Aires Branch.  
· 2000-2001 
COMPAÑIA MEGA

Temporary Bilingual Assistant to General Manager, Finance Manager and Legal Manager.  

Temporary Bilingual Assistant to the Technical Manager and Project Manager.

Secretarial tasks, translating, organizing executives agenda and travel arrangements. Presentations, Board members visits, internal and external calls, etc.  
· 1996-2000
  
MINERA ALUMBRERA LIMITED
Bilingual Assistant to Vice President . Finance

Bilingual Assistant to the President
Secretarial tasks, translating, organizing executives agenda and travel arrangements, preparation  of monthly expense reports.  Preparation and co-ordination of the Minera Alumbrera Monthly Report, presentations, visits of Board members, internal and external auditors and lender banks, organizing agendas, transport and hotels in Buenos Aires, Tucuman and Catamarca, Australia and the U.S.
· 1996

CTI - COMUNICACIONES TELEFONICAS DEL INTERIOR
Bilingual Assistant to the President

Secretarial functions, translating, organizing President’s agendas and travel, preparation of monthly expense reports.  Preparation and coordination of reports to the Board, organization of Board meetings, travel and hotel reservations in Buenos Aires and the U.S. 
· 1988-1996
 
MANUFACTURERS HANOVER TRUST/CHEMICAL BANK 


              (now Chase Manhattan Bank)

Human Resources Assistant  (1995-96)

Bilingual Assistant - Country Manager  (1991-95)

Bilingual Assistant - Deputy Branch Manager  (1988-91)
As Human Resources Assistant I was in charge of liaising with our New York Headquarters in relation to expatriate staff, preparation of monthly and quarterly reports and the Country Manager’s expense reports.  I coordinated and edited a procedures manual for the merger with Chase Manhattan Bank in March 1996.  As Secretary to the Country Manager and the Deputy Branch Manager, I executed secretarial tasks, translated, organized agendas, travel, prepared monthly expense reports for  Head Office  and  arranged presentations and travel for visitors from New York.  

· 1978-1988

SECURITY PACIFIC NATIONAL BANK  (Now Bank of America)
Office Manager and Executive Secretary to Representative

Administered the Representative Office in Buenos Aires, payroll, expense reporting, managed two imprest accounts and a portfolio of 130 private banking customers.  Preparation and follow-up of withholding tax reports, contact with Central Bank, preparation of a weekly political and economic update for our Los Angeles Head Office.  Secretarial tasks, translation, organizing agendas and making travel arrangements for the Representative and visitors from U.S.A. and Brazil.

· 1968-1978

EMBASSY OF THE UNITED STATES OF AMERICA 




Buenos Aires - Argentina
Personnel Assistant

Handled paperwork for all expatriate staff upon their arrival in Argentina, presentation to Foreign Affairs Office, visas, medical assistance, insurance.  In charge of filing and maintaining all records for the Human Resources office.  Preparation of reports for State Department in Washington, D.C. travel forms for expatriate personnel, translations, preparation of Consular and Diplomatic lists and periodic updating.  Protocol, coordinated of visits of Congressmen, State Department officials and representatives of private business.

COURSES:

· PC user since 1984.  Microsoft Office (Windows, Excel, Access, Power Point), E-mail and Internet.  Attended numerous IT training courses.  Customer Service. Writing for Publication.  Trinity College English Teaching courses.

PERSONAL DATA:
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August 28, 1945


Place of Birth:
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Alternate phone:
4747-4281 (Mrs. Erica Carson)
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