Elvia S. Gonzalez

Tel. Mexico (686)  5689373, (686) 5825437, Cel. 686 221 22 51
USA. + 1 760 960 8206

elvia_glz@hotmail.com
SUMMARY

Bilingual Executive with experience in Complex calendar management, Domestic and International travel arrangements organization, with wide experience in dealing with people from diverse cultures and nationalities.  Skilled liaison between executive management, corporate officers, management staff and internal/external customers in implementing policies and procedures to comply with corporate guidelines and targets, with wide legal experience and knowledge of civil, commercial and Immigration Mexican Laws and compliance of the same.  As parallel activity skilled independent buyer for different clients with specialization in hard to find items.
PROFESSIONAL EXPERIENCE

TECHNOLOGIES DISPLAYS MEXICANA,  S.A. DE C.V, July 
2003 to February 2011
Hired as Executive Assistant for General Manager and Americans/Europe Vice-President, Draft and prepare correspondence, coordinated and monitored meetings as well as special events, assisted in developing and preparing agendas and presentation materials, providing a day to day clerical and administrative support, and maintained high level – confidential records.  In charge of preparing and maintain Immigration documents, getting permits  and letters for foreign personnel and visitors, excellent Microsoft Office proficiencies.  In charge of all travel arrangements for members of staff and support team.  Preparation of agreements both English and Spanish, review and analysis of commercial agreements, suggesting changes prior approval from company’s legal advisors.  Preparation and presentation of documents under governmental guidelines in order to obtain and renew permits for operation.  In charge of gathering, company’s building background for 10 years of official documentation and permits lost during company’s transition.
NM VISUAL SYSTEMS DE MEXICO, S.A. DE C.V.



1998- Nov. 2002
Hired as an Executive Assistant for President and General Director, serving as liaison and window person between President, management staff, corporate visitors as well as internal and external customers.  Responsible for handling complex international and local travel arrangements, accommodations and immigration permits paperwork.

Drafted and prepared correspondence, Civil Agreements. Translated  English –Spanish documents, coordinated and monitored meetings as well as special events, assisted in developing and preparing agendas and presentation materials.  Supported other offices in writing, reviewing and translating documents and manuals, provided a day to day clerical and administrative support, and maintained high level – confidential records.

Supported in the Implementation of the Kaizen and improvement programs and systems in local plant. 

Member of the Emergency Respond Team. Trained in First Aid support, in charge of the security and health of foreign personnel procuring medical services and attention for them.

ACCOMPLISHMENTS

· Created a new system for presentation materials, for an easier understanding and with a more corporate appearance.

· Reduced time frame in the elaboration of reports, by creating formats to provide a simple and clear data.

· Translated into the Spanish language, procedurals and manuals for the usage of equipment and machinery, reducing the risk of injuries to operators and damage to the same.

· Translated into English Version the ISO 9000 and 14000 manuals, obtaining both certifications.

· Coordinated company’s inauguration ceremony, with the attendance of important personalities and more than 600 persons, as well as annual events.

· Coordinated the incorporation of the Maquiladora Japanese Association with the participation of all Japanese Maquiladora Companies established in the city.

CANACINTRA

Camara Nacional de la Industria de la Transformacion

Delegación Mexicali







1994 – 1998

Executive Assistant for President and General Director of the “Camara de la Industria” supporting, preparing, coordinating and developing programs and activities, as well as coordinating and monitoring meetings and special events.  Assisted in developing and preparing agendas and presentation materials.

In charge of developing an updated data basis to expedite mail and communication for the more than 2,000 members, reducing mailing and courier services timeframes by 30%.

Accomplishments

Supported in the organization and coordination of several annual events for business persons, with an attendance superior to 2,000 individuals a year.

ADDITIONAL EXPERIENCE

Executive Assistant at Ruiz Urquiza y Cia. /Arthur Andersen & Co., Tijuana, B.C. 1993-1994.  Accountant and Financial Advisor services firm

Bilingual Secretary at Krasovsky, Gallardo y Ogarrio, Tijuana, B.C., 1990-1993, Legal Advisors Firm; Cia. De Inversiones Pacifica, 1989-1990/

Bilingual Secretary at Cia de Inversiones Pacifica, Tourist Company, seller of time sharing condos; 

Bilingual Secretary at Bufete Ignacio A. Guajardo, Mexicali, B.C., 1987-1989, Firm that provides legal advising services

Secretary at Secretaria de Comunicaciones y Transportes, Mexicali, B. C., 1980 –1987, Government secretariat.

EDUCATION:

Centro de Enseñanza Técnica y Superior

CETYS










1980-1983

Secretaria Para Ejecutivo Bilingüe.

San Diego State University

Advanced English  and Conversation 

San Diego State University/CANACINTRA

International Business Seminar

Corporate  English

Attendant to several Conferences focused on Communication, Personal Development, Assistants Building and Strengthen Skills. Etc.

ADDITIONAL SKILLS:

Other Languages:
English 100%



Japanese Basic

Computer:

Excel, Winword, Power Point, Etc.

Personal Data and References:

Provided upon request.







