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Gabriella Scalabrini
8 Brompton Court, Tweedy Road

Bromley, Kent, BR1 3PS

07792841992
sakel80@hotmail.com

Nationality: Italian

Profile:
I am a professional multilingual who have worked extensively in Translation, Administration, Customer Service, Sales, Reception and Filing; I am a highly motivated, fast, reliable and professional individual, proactive and capable under pressure offering proven abilities.  
Career Achievements to date:

Enotria Wine Cellar 
May 2007 – Present - London
Enotria imports and distributes wines

Multilingual Customer Service Executive

· to translate documents for other department from Italian and Spanish into English

· to translate documentation from English to Italian
· to take sales orders via phone, fax, e-mail, web and Account Managers in Italian, English and Spanish 
· to deal with customers queries both in English, Italian and Spanish
•
to liaise with other departments with reference to stock, any delivery issues, changes to the customer database; new accounts/branches and sundry credit issues; organise returns and credits
•
to communicate regularly with sales representatives regarding their customers 
•
to deal fully and to the satisfaction of the customer and Sales Executive with any queries relating to discounts, deliveries, credit notes, stock, reserves, promotions, etc. 
Alivini Company Limited 
April 2006 – May 2007 - London
Alvini imports and distributes food and alcoholic beverages 

Multilingual Sale and Marketing Receptionist
•
Reception duties and deal with telephone bookings in English, Italian and Spanish
•
Welcome and assist visitors, complete Check-in and check-out 

•
Deal with complaint logging and resolution both in English, Italian and Spanish
•
Administration assistant to the Director 

•
Enhance public relations with customers by phone and e-mail, in Italian, Spanish and English. 

•
Develop customer service policies and standards

•
Provide proactive assistance and advice to customers.

Strada (Restaurant) September 2004 – April 2006 - London
Trainer/Supervisor

•
Customer Service representative
•
Team training and management

•
Cash handling

Languages:

•
Italian (mother tongue)

•
English (fluent)

•
Spanish (fluent)

Education:
•WSET advanced level – Wine & Spirit Education Trust – April 2009
• “Westminister College”, London, UK – “Skills for Life” Trinity Certificate – September 2005
• “L’Orientale” University, Naples, Italy - Degree in “Foreign Languages and Literatures” - 
Graduated May, 2004

• Liceo Scientifico “Galileo Galilei” – A Level equivalent - Pescara, Italy. Completed July, 1998
Computer skills:
•
Microsoft Word, Excel, Navision, Photo Impact, Outlook, Internet
Hobbies and Interests:
I enjoy travelling and having contact with other cultures in order to know foreign ways of life and to be enriched with new experiences. I like to practise and keep up with various sports. Other interests include cooking, socializing, as well as going to the theatre, reading, listening to music and current affairs. 
Referees Available on Request 

