Elisabeth LYAUTEY

3, 8th Cross Street

Rainbow Nagar

605008 PONDICHERY
INDIA 
Tél : +91 95 97 19 13 81

jjessy28@gmail.com
	FRENCH – ENGLISH BILINGUAL ASSISTANT AND TRANSLATOR


	PROFESSIONAL EXPERIENCES


June 2014 - November 2014

BILINGUAL EXECUTIVE ASSISTANT AND TRANSLATOR 

CABINET PLASSERAUD – INTELLECTUAL PROPERTY OFFICE in PARIS 9 - FRANCE

June 2012 to April 2013
BILINGUAL EXECUTIVE ASSISTANT AND TRANSLATOR

CABINET PLASSERAUD - INTELLECTUAL PROPERTY OFFICE in PARIS 9 - FRANCE

March 2011 to February 2012

BILINGUAL EXECUTIVE ASSISTANT AND TRANSLATOR

CABINET PLASSERAUD – INTELLECTUAL PROPERTY OFFICE in PARIS 9 - FRANCE
· Online filing of Patent applications in English and French languages, preparation and editing bills of Engineers, managing the deadlines of the Engineers, clients and correspondents and all Secretarial and Administrative jobs.
·  Translation and typewriting of Patent applications in French-English and English-French.
JUNE 1994 to NOVEMBER 2009 
BILINGUAL EXECUTIVE ASSISTANT AND TRANSLATOR
CABINET WEINSTEIN – INTELLECTUAL PROPERTY OFFICE in PARIS 8 - FRANCE
· Translation and typewriting of Patent applications from French-English and English-French,
· Online filing of Patent applications in English and French languages with all Patent Offices,
· Administrative management of all patent applications portfolio,

· Management of deadlines for payment of taxes and filing of missing documents,

· Reception of notifications and official letters and management of deadlines for clients, correspondents and Engineers,

· Reminder to clients, correspondents and Engineers,

· Sending all types of letters in French and English to all clients and correspondents,

· Receptionist and telephone operator in both English and French languages.
