	Personal information


	Firt Name/Surname
	
	BENEDETTA MONTI

	Address
	
	V.LE ORLANDO, 62 519028 CAMPO TIZZORO ITALY

	Telephone
	
	

	Fax
	
	

	E-mail
	
	benedettam74@hotmail.it

	Nationality
	
	

	Date of birth

Gender

Desired employment

Occupational Field

	
	17 June 1974

FEMALE

I would like to find a job in which I can use the languages I’ve studied in the administration field or in the touristic field.


	Work experience


	• Dates (from – to)
	
	 JANUARY 2008 – JULY 2009

	• Name and address of employer
	
	PONTECORVO MECCANICA – ZONA INDUSTRIALE CAMPO TIZZORO ITALY

	• Type of business or sector
	
	Engineering Company – Turnery and Milling 

	• Occupation or position held
	
	Executive secretary ( fixed term contract transformed in permanent)


	• Main activities and responsibilities
	
	I kept contacts with costumers and suppliers ( also abroad ), back office ( orders, offers, packing lists, invoicing, account management, and preparation of documents for the bank and for the chartered accountant). 


	Work experience


	• Dates (from – to)
	
	 september  2006 –  march 2007

	• Name and address of employer
	
	MARESCA EXPRESS – via del CASSERO 51028 MARESCA – PT – ITALY 

	• Type of business or sector
	
	Transport Company - 

	• Occupation or position held
	
	Executive secretary ( fixed term contract) 

	• Main activities and responsibilities
	
	I kept contacts with costumers and suppliers ( also abroad ), back office ( orders, offers, packing lists, invoicing, account management, and preparation of documents for the bank and for the chartered accountant). 

	Work experience


	• Dates (from – to)
	
	 JANUARY 2006 – september  2006

	• Name and address of employer
	
	 RENO  MECCANICA – ZONA INDUSTRIALE OCCHIALI, BARDALONE ITALY 

	• Type of business or sector
	
	Engineering Company – Turnery and Milling 

	• Occupation or position held
	
	Executive secretary ( fixed term contract transformed in permanent)


	• Main activities and responsibilities
	
	I kept contacts with costumers and suppliers ( also abroad ), back office ( orders, offers, packing lists, invoicing, account management, and preparation of documents for the bank and for the chartered accountant).

	Work experience


	• Dates (from – to)
	
	2001 –  2005

	• Name and address of employer
	
	B.B.G. srl – via della Berzantina, Castel di Casio – BO – 

 

	• Type of business or sector
	
	Local Service Company 

	• Occupation or position held
	
	Assistant with  fixed term contract)


	• Main activities and responsibilities
	
	I was consultant for the payment of the local taxes, working together with the Town Hall, and with direct contacts with the taxpayers.  

	WORK ESPERIENCE

• Dates (from – to)
	
	1997 – 2001 

	• Name and address of employer
	
	CO.SE.A. ( Consorzio Servizi Ambientali)  – via della Berzantina, Castel di Casio – BO -
 

	• Type of business or sector
	
	Local Service Company 

	• Occupation or position held
	
	Assistant with  fixed term contract


	• Main activities and responsibilities
	
	I was consultant for the payment of the local taxes, working together with the Town Hall, and with direct contacts with the taxpayers.  During the period I was keeping contact with the partner from Tuzla ( Bosnia – Herzegovina ), with emails and phone calls, and I was with them while they were in Italy for touristic purpose. 

	Education and training


	• Dates (from – to)
	
	December 2009 – April 2010 

	• Name and type of organisation providing education and training
	
	ASCOM SERVIZI di PISTOIA : Course of Basic Accounting 



	• Principal subjects/occupational 

skills covered
	
	All that concerns invoicing and book – keeping till the preparation of the final balance.

	• Title of qualification awarded
	
	CERTIFICATE OF ATTENDANCE

	• Level in national classification 

(if appropriate)
	
	


	Education and training


	• Dates (from – to)
	
	1994 – 1997 

	• Name and type of organisation providing education and training
	
	School for Interpreters and Translators in Florence 


	• Principal subjects/occupational 

skills covered
	
	Study of English and German Languages, from the History of the Language to literature of ‘800/’900, written and oral translation from English to Italian, from German to Italian and vice versa. Final  Grade 80/100.

	• Title of qualification awarded
	
	DEGREE CERTIFICATE IN INTERPRETOR AND TRANSLATOR

	• Level in national classification 

(if appropriate)
	
	

	Personal skills

and competences

Acquired in the course of life and career but not necessarily covered by formal certificates and diplomas.


	Mother tongue
	
	ITALIAN


	Other languages


	
	
	Understanding
Speaking
Writing
Listening
Reading
Spoken interaction
Spoken production
C1
Proficient user
C2    Proficient user
B2     Independent user
C1
Proficient user
C2   Proficient user
A2
Basic user
A2
Basic user
A2
Basic user
A2
Basic user
A2
Basic user
ENGLISH 

	• Reading skills
	
	C2

	• Writing skills
	
	C2

	• Verbal skills


	
	C2
GERMAN

B2

B2

B2

	

	

	


	Social skills

and competences
Living and working with other people, in multicultural environments, in positions where communication is important and situations where teamwork is essential (for example culture and sports), etc.
	
	When I worked for the companies dealing with Local Services, I attended a course in which I learned how to work in a team. 


	
	
	


	Technical skills 

and competences
With computers, specific kinds of equipment, machinery, etc.
	
	Computer knowledge: Office ( Word, Excel, Access, Publisher), Internet and e-mail, use of programs for filing invoices, packing lists and goods in the storage. 
	


	
	
	


	Other skills 

and competences
Competences not mentioned above.
	
	I always translated texts for the companies from my area on their request, I attended the exhibition CIBUS in Parma and a company meeting with European partner in Montecatini Terme as interpreter


	
	
	


BENEDETTA MONTI 
