Marie-Sophie MAGANE
06 71 59 35 75

241, rue du Ruisseau Peterel – 69460 ODENAS
msmagane@yahoo.fr
37 years old

Married, 3 children


[image: image1.png]



PERSONAL ASSISTANT 

http://votreassistantededirection.blog.rhonealpesjob.com/
EDUCATION 

2004
Trainee as an Executive Assistant (4 days), Institut François Bocquet at Lyon

1993 Degree of Euro-RSCG Campus, Communication & Marketing School at Issy-les-Mlx 

1991
DEUG LEA English/German at Toulouse 

1989 BAC B Economics at Castres 

SKILLS

Secretarial : mails, drafting and presentation of documents using all types of computer software, management of schedules, organization and minuting of meetings, travel arrangements, managing of filing system, managing furniture and relations with suppliers.

Communication : designing and supervising the realization of communication tools (adverts, leaflets, product forms), organisation of the shows, supervising and updating the internet website, organization of seminars, committee meetings and events.

Commercial : customer relations, supervising business deals, updating products, management of customer orders and billing.

BAC B ( 

WORK EXPERIENCE

since 05/2007
Maternity leave

09/2006
CAMPENON BERNARD REGIONS, Groupe VINCI – BTP (Vaulx en Velin)
à 05/2007
Personal Assistant (Temp)

06/2003 
de JOANNES Immobilier d’Entreprise (Lyon)
à 06/2006
Personal Assistant

2002/2003
Temp positions

FOCAL SERVICES - SSII (Lyon)


Personal assistant of the General Secretary 

POMONA - Fabrication and distribution of fresh and frozen food (Lyon)

Sales Assistant 


FREIBERGER  - Distribution of frozen food (St Didier au Mt d’Or)

Sales Assistant

1995/2002
FRANCAISE DES JEUX  - 
Payment Agency (Lyon)

Commercial Assistant
1993/1995
FRANCAISE DES JEUX  - Business and Marketing Management  (Boulogne–Billancourt)

Receptionist

ADDITIONAL INFORMATION

· Computer skills : Word, Excel, PowerPoint, Publisher, Photoshop Paint Shop Pro, Outlook, Lotus Notes

· English : fairly fluent (TOEIC : 780/990)

PERSONAL INTERESTS

· Graphic Design : Practice of watercolour and oil painting 
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