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2112 River Side Dr Apt B9

Richmond VA 23225

1(804)502-3081

Beaugoss555@hotmail.fr

SUMMARY

· Experienced at working in fast-paced environments, strong computer expertise and able to multi-task effectively. 

· Serve for both phased and agile projects.

· Extremely organized and detail oriented with effective time management skills
Prepare and distribute daily budget, reports, dashboard updates, decks and logs.

· Manage, update logs, folders requested
· Used Microsoft office manage, update schedule of the project. 

· Experience with Outlook, internet, data general,
 SKILLS 
· SOFTWARE/ SYSTEM SKILLS

· Microsoft Office (word, excel, PowerPoint).

· Acrobat abode reader 8, Publisher, Outlook, Internet, Data General.
TRAINING

High School diploma - 1999

Bachelor degree – French Law - 2004
French Teacher Elementary School - Morocco
Experience

Assistant Support, Richmond, VA  





 2009-2010
Airmark
Responsibilities:
· Assisted with the planning and coordination of project activities ensuring project goals were accomplished within deadline and funding parameters. 

· Created and Prepared presentations. 

· Prepared reports and records of activities to ensure various programs were meeting objectives. 

· Assisted with establishing work plans, staffing, and sponsors for projects. 

· Served as liaison between, directors, and jurist.

· Coordinated various International meetings.
· Coordinated logistics for various programs
· Sets up filing system

· Handled all official company correspondence

· Upgraded office filing system
· Typed all company documents
Wachovia (Department Security Network) Richmond, VA 


2008-2007
Project Coordinator

             
Responsibilities:

· Serve as a work effort liaison for the US Card IT division for both phased and agile projects.

· Prepare and distribute reports, dashboard updates, decks and logs.

· Manage, update logs, folders requested in Knowledge Link 

· Manage, update Risks/ Issues Log  
· Coordinate day to day activities among multiple Project Managers, BSA’s and Business Leads.
· Maintain the integrity of ongoing archives, decisions and legal guidance to ensure compliance with internal audits.

· Facilitate meetings and prepare materials meetings.

· Assign staff to tasks as well as allocate resources.
Bank AL Maghreb, BMCE Bank, Rabat, Morocco



2006-2004
French Translator/ Customer Support
Responsibilities:
· Translation work from English to French for program content, account applications, account documentation and company website
· Cash deposit and withdrawal activity, position transfers, and account administrative functions 
· Order status, trade and delivery settlement, exercise & assignment, expiration processing

· Commission structure, interest and fees

· Customer Experience 

· Customer Representative

· Customer support 

· Research and resolve language issues for internal team and client as required
 

