Bilingual Secretary CV

Name: Rama Zotti

Address: 

Tel:

Mob:
E-mail:   rama_ayappah@yahoo.co.uk

Skype  :  rama3015

Personal Profile:

Please refer to our http://www.getmeacooljob.com/Personal%20Profiles/Personal-Profile-1.html and just cut and paste from examples.

Key Skills & Abilities:

Below given is just an example bullet points, you must re-write it in a sentence according to your CV  

· translating documents and letters 

· writing letters, e-mails and reports in a foreign language 

· translating or summarising articles from foreign journals 

· speaking in a foreign language on the phone or face-to-face 

· Interpreting at meetings 

· acting as personal assistant to a manager organising meetings, making appointments and keeping a diary 

· arranging travel and accommodation for business trips 

· filing, typing and photocopying 

· updating computer databases 

Work History:

Jan 2012 - Current

Change This, July 2004 - Oct 2004

Your Company Name Goes Here

 


  Job Title 

Duties & Responsibilities:

· Write down your duties and responsibilities

· What you have done

· What you have achieved at work

· Main Job task 

· For Help Look for A to Z Job Descriptions
Change This, July 2004 - Oct 2004

Your Company Name Goes Here

 


  Job Title 
Duties & Responsibilities:

· Write down your duties and responsibilities

· What you have achieved at work

· Main Job task 

· For Help Look for A to Z Job Descriptions
1998 - 2000

Change This, July 2004 - Oct 2004

Your Company Name Goes Here

 


  Job Title 
Duties & Responsibilities:

· Write down your duties and responsibilities

· What you have achieved at work

· Main Job task 

· For Help Look for A to Z Job Descriptions
1995 - 1998
Change This, July 2004 - Oct 2004

Your Company Name Goes Here

 


  Job Title 
Duties & Responsibilities:
· Write down your duties and responsibilities

· What you have achieved at work

· Main Job task 

· For Help Look for A to Z Job Descriptions
Feb 1995 - Nov 1995
Change This, July 2004 - Oct 2004

Your Company Name Goes Here

 


  Job Title 
Duties & Responsibilities:

· Write down your duties and responsibilities

· What you have achieved at work

· Main Job task 

· For Help Look for A to Z Job Descriptions
Education & Qualifications:

Change This, June 2012 - Oct 2012

Cool IT Training Centre, London 

· Web Design, Photoshop, Dreamweaver, Flash, Fireworks and HTML

Change This, June 2012 - Oct 2012

Write down your Education here for example

RSA CLIAT, Microsoft Office, Word, Access, Excel.

Change This, July 2004 - Oct 2004

1982 - 1983



South Bank University, London
· City & Guilds Catering 706/1
Grade: Credit

Change This, July 2004 - Oct 2004

North London College, London


City & Guilds Food Industries




Subjects:

· Food Industries (Dist.), Technology and Science (Dist.), Numeracy (Credit), Communication Studies (Credit), Industrial Social & Environmental (Credit)

Change This, July 2004 - Oct 2004

UK School, London


· CSE`s: English, Maths, Chemistry, Biology, Art Design.
Interests:

In here you can write your interest keep it short and simple 
References:

Available on request or you can delete this and put at last 2 references 

If you like this CV template, please Book mark us and drop us a email
Join Us on

FaceBook: http://www.facebook.com/getmeacooljob
Twitter http://twitter.com/getmeacooljob
LinkedIn http://uk.linkedin.com/in/getmeacooljob
www.getmeacooljob.com
