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STERLYNEFELIZOR@ROCKETMAIL.COM 


(619)798-1019



Address
5435 Bayview heights pl, san diego ca
	

	Goals

Have socioeconomic stability to improve myself both professionally and personally


	sKILLS

Quality assurance
Languages: Creole, French, Spanish and English
 Software: Word, Excel, Power print



			EXPERIENCeS	
   SAN DIEGO COLLEGE of CONTINUING EDUCATION

                         August 2023- current
           Project Assistant
          . customer service
          . student application service
          . Enrollment service
          . Interpretation (French Spanish-creole-English)
          . Support zoom class
          . Follow up (email, call…)

      COMPUCOM (POST CANADA) Ciudad de México
                                                                                  
January 2019 – December 2020
•Trilingual technical support agent                            (French-English-Spanish)
· Customer service
· Troubleshooting 
· Technical support 
· Password reset
· Remote session
· Fixed printer
· Checking and Reboot system


PROYECTOS Y CONSTRUCCIONES ALCOA (Ciudad de México)
ENERO 2018- AGOSTO 2018
· Administrative Assistant 
· Preparation of payroll (business days, overtime, vacation premiums)
· Make bank deposits and cash payments
· Management of expenses and income (carrying folders, online billing)
· Personnel management in assistance and contracts. (Capture daily attendance, make contracts)
· Keep the employer's agenda
· Prepare correspondences (letters, notices, memorandums)



Secretary of the executive management
of the MINISTRY OF SPORTS AND CIVIC ACTS (HAITIAN GOVERNMENT)
OCTOBER 2015-FEBRUARY 2017 
· Prepare correspondence (letters and notices)
· Managing the Director General's agenda
· Dial and receive calls from the general management

Secretary of the STATE SECRETARY FOR YOUTH
APRIL 2014-SEPTEMBER 2015 (HAITIAN GOVERNMENT)
· Schedule appointments
· Attend meetings
· Save the records
· Control the agenda of the Secretary of State
· Dial and receive calls from the general management


Ticketing & Tourism and Office Teacher
BUSINESS INSTITUTE OF THE WEST INDIES (HAITI)
November 2012-July 2014
· travel preparation teaching (travel tickets-hotel reservation-tour guide, cargo course and tourism geography


	EDUCATION
UNIVERSIDAD DEL VALLE DE MÉXICO (UVM)
Undergraduate degree in international relations, ¨7th semester ¨ 
- Diploma in Ticketing and Tourism Business Institute of the West Indies (BIWI) (2011-2012)

 MAURICE COMMUNICATION                                                   Diploma in Communication and Animation 2014-2016
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