WGHH EXPERIENCE

* Adsistance to U.S lawyers. Collaboration in U.5 office projects and
working as a team with them.

« Administrative tasks, Data - Entry and information gathering.

« Contact with suppliers and customers. Customer Service.

s Billing process. Pull and review réports. Pull reparts throught Alteryxs

MAEIA P.AI Workllow

¢ Pargannel time ransler and expenies.

LDMBAEDI * Code and contracts creation.

» Upload client invoices into Third Party Platalorms such as Ariba,
Oracle, Taulia, Coupa, among others.

Baker Meckenzie Global Services (2021- 2023)

Adress: Fray Justo # Aggigtance to LS lawyers.

Sarmiento 3 , Olivas, CP + Follow up and analysis of the client parfalic.
1636 « Update the client rates on the sistem or platfarm.

¢ Administrative tasks, Data - Enftry and information gathering.
Mail: pazlombard mail.com * Presentetation of the analysis of the client.
Phone: 11 - 5103 - 1828 ADMINISTRATIVE ASSITANT
DMl : 417 , Pro -.Hflﬁr! BG (2019 - 2021)

= Bill Payment
Date of birth: & Contact with suppliers and customears and custormer Lervice
24 104/1998 = Unit Patent Administration

& Jgguance of purchase orders

» Administrative and data entry Lasks
* Internal control of billing, administration and daily accounting
* Adgistance Lo the Director of Pro Motors

| consider myself a person with initiative,
autonomous and easy to leam, | am
organized and | am always willing Estudio "Gestion Legal” (2018 - 2019)

DEBT COLLECTOR

& Collections from bank debt clients

collaborate with the company and the i
* Administrative procedures

team.

= otivated an: E e SO,
hammalivabed Mg pIOCLive Derson PURCHASEAND IMPORT JR. ANALYST

Bance Comafi - The Capita Corporation (2017 - 2018)
= Payment of invoices, contact with suppliers and clients.
+ Administration of patenting of the units.

+ |[gsyance ol purchase arders
« Administrative and Data - Entry tasks

EDUCATION

PSYCOLOGY DEGREE

Micorsoft Office Package
domain.

ExcelWord: advanced level.
Outl & Microsoft teams.
Google Adds: advanced level.
Waorkday

Universidad en Ciencias Economica y Saciales |LWCES) - (2019 - Present)
Spanish: Native SOCIAL SCIENCES ORIENTATION
* English: Advanced {orally and written])

Incitudo La Salle Flarida (2010 - 2015)




