ANA CAROLINA REYES


Traducciones_acrb@yahoo.com
TRANSLATION EXPERIENCE

Freelance Translator.  I translate from English into Spanish and Spanish into English.  At the Translation Graduated Program I studied courses on Legal, Environmental, History and General Translation.  In  1998, I had the opportunity of a translation internship at The San Juan Star Newspaper, San Juan PR (1998).  I also do proofreading work.  Some texts I have translated are:

1. My thesis for the Master Degree in Translation was the translation of two chapters from the text Sout Porto Rico Sugar Company:The History of a U.S. Multinational Corporation in Puerto Rico and the Dominican Republic (1900-1920) by Humberto García Muñiz 

2. Scope of work for an environmental project  (English into Spanish) 1999 – Safety Kleen Envirosystem.

3. Manual of Asbestos (Spanish into English) 2002 for a training for contractors/supervisors for asbestos removal projects – ITEC, Corp.

4. Contract for a community house leasing (English into Spanish) 2002 – National Church Residences

5. House Rules for a community house (English into Spanish) 2002 - National Church Residences

6. General translations (English into Spanish, and Spanish into English)

7. 2003 – Subcontracted to do research for the Spanish & Math program of Scott Foresman Publisher.  This project consists in research information about events and cultural issues such as literature, biographies, and exercises, related to mathematics in Latin America.  This information will be published at the end of each chapter of mathematics books, Grades K-6.

EDUCATION


University of Puerto Rico, Río Piedras, PR
Present
Editorial Arts Program

University of Puerto Rico,
1996-2002


Master Degree in Translation

Graduate Translation Program

University of Coimbra, Coimbra, Portugal 
1987-1988


Scholarship from the Portuguese Language and Culture Institute (ICALP) of the Ministry of Education of Portugal for the Portuguese Language and Culture Annual Course for Foreign Students 

Certified as Portuguese Language Teacher  

University of Puerto Rico, Río Piedras, PR 
1983-1987


BA in Interdisciplinary Studies  

Major: Modern Languages (Portuguese, French, Italian)

SKILLS


	Software Experience:  Microsoft Office (Word, Excel, Power Point, Outlook), Visio Flowcharter, WordPerfect, PeachTree Accounting, Lotus Notes and Internet search skills. 


Languages:  Spanish, English, Portuguese, French and Italian
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WORK EXPERIENCE


Caribbean Architects & Engineers (Fluor Daniel), Guaynabo, PR       

Administrative Assistant to the Project Director- GlaxoSmithKline, Cidra, P.R. 

CIP Project (November 2005 to present)   

· Assist Project Director and Remediation Project Team Leaders, Staffing Manager, QA and Engineering Directors as requested in different areas.

· Assist CIP Staffing Manager in the coordination of new resources training.

· In charge of the creation and updating of the project directory.

· Assist Fluor Daniel employees in the site with payroll and human resources issues.

· Responsible for obtaining and follow up of the Training Status Reports (ISOTrain) for QA Remediation team, Engineering team and Fluor Daniel resources. 

· Responsible for Roster Management on mobilization of GSK resources and third party contractors.  

· Responsible for Temporary Facilities Management, coordinate with IT and Facilities Departments any necessary relocations of Remediation project resources. 

· Responsible for order and distribution of office supplies for all Remediation Project resources. 

· Coordinate management meetings and room reservations. 

· Assist Quality Management System and Document Management Teams as Data Entry CDIT and SOP System Coordinator.

Trainings in: Good Manufacturing Practices, Occupational Safety, Good Documentation Practices, Information Systems, ISOTrain, Personnel Training System, RCCV (Regulatory, Compliance, Commissioning and Validation), and others job related trainings
Document Control Specialist- Bristol Myers Squibb, Manatí, P.R. 

(September 2005 to November 2005)   

· Responsible for Document Control of the Commissioning documentation.

Associate Validation Specialist- Abbott Biotechnology Limited, Barceloneta, P.R. 

(April 2005 to September 2005)   

· Responsible for transcription of IQ Protocols and prepare Summary Reports.

· In charge of documentation system inventory and status reports.

· Abbott QA Trainings in: Data Management, Validation Overview & MOC. 
QA Documentation Specialist-Abbott Biotechnology LTD, Humacao , 

Reporting to QA Project Director (Feb 2004 to Mar 2005)   

· Assist in the design and administration of the Training Qualification System (TQS).

· Responsible for the transfer and implementation of the Quality and Manufacturing Document System (QMD) and Global Documentation Management System (GDMS), including electronic management of Change Request.  

· Responsible for the general documentation tasks such as: typing, formatting and editing procedures, memos, and investigations; filing; data entry of microbiology studies; and creation and maintenance of logbooks and forms.

· Assist QA Project Director, QA and Operations Managers, and QA personnel as requested. 
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Administrative Assistant III -Capital Projects Division, CA&E, Guaynabo, PR 

Reporting to Capital Project Manager (Jun 2003 to Jan 2004)

· Assist Division Manager and Project Managers as requested.
· Typing and formatting of engineering specifications and proposals.
· Maintain group calendar in Lotus Notes, and other administrative assistant functions.
Indutech Environmental Services, Guaynabo, PR                    

Secretary of the President (Sep 2002 to Jun 2003)
· Perform administrative assistant functions for the president of the company. 

· Prepare packages for bids and help with clerical duties in the accounting department. 

Caribbean Environmental Services, Inc., Guaynabo, PR          

Administrative Assistant (Feb 1999 to Sep 2002)


· Prepare invoices and worked with accounts receivable and accounts payable issues. 

· Responsible for human resources functions including payroll, benefits and personnel records.  

· Assist administrative staff during environmental emergencies in oil and chemical spills cleaning operations.

Crowley Marine Services, Inc., San Juan, PR          

Clerk Typist (Nov 1992 to Oct 1998)


· Assist management in general office duties, including monthly reports for the Corps of Engineers.  

· Assist the Planning and Documentation Department during the cleaning operation of Morris J. Berman Oil Spill in San Juan, PR (Jan-Mar 1994).

EXTRA CURRICULAR TRAININGS AND ACTIVITIES


· Member of  “Comité Timón – Ciudadanos Pro Bosque San Patricio”

· Personnel/HR Record Compliance Workshop (Council of Education in Management)

· Laboral Law and Human Resources Administration Seminar (Chamber of Commerce of PR)

· Translation Internship at The San Juan Star Newspaper

· COPLADET –Ecotourism/Tourist Guide Course
· “The European Community in the International Relations” - Course offered by the Department of State of PR 

· Member of the Staff - Proyecto Ventana al Mundo, Puerto Rico National Pavilion, EXPO’92, Seville, Spain        
REFERENCES


Available upon request.

