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Professional Profile

Very good written and oral communication skills, problem resolution abilities, high level of confidentiality and pc literate. Highly effective team player that understands the value of working together towards a common goal. Well organized and comfortable working in a multi-tasking project-oriented environment. 11 years of experience at a senior management level.
Employment
	1997-present
	DHL AVIATION, Brussels – Carrier Company

	 
	Project Coordinator, Network Control Group (April 2007 – present)

· Program Office management tasks (create and prepare yearly activity calendar; assist in several network projects; prepare and follow up weekly operational meetings.

· Management Assistance

· Reporting (retrieve data and compile for dashboard reports, budget reports, etc.)
Management Assistant, Network Planning Department (1997 – 2007)
· Provide executive-level administrative support to the Global Network Director, the Network Director Europe, and 6 direct reports, with a demonstrated ability to improvise, improve procedures and meet demanding deadlines

· Admin. Support to entire Network Planning group.

· Liaison between different departments to ensure proper communication 

· Plan and coordinate corporate luncheons, organise special events, travel arrangements (booking of hotels, flight tickets, rental cars, train tickets, locations, itineraries, etc.). Organise meetings and prepare meeting minutes.

· Manage corporate agendas

· Develop presentations for related on- and off-site meetings (corporate presentations, organisation charts, with Power Point and Excel)

· Update reports (Access/Excel)

· Create and daily update the departmental web site on the company Intranet

· Create Linehaul maps with specific software

· Daily process of departmental invoices by cost-centre, with in-house software (checking and approval)

· Daily coordinate and maintain overview on movement sheet (absences, holidays, travelling, etc.) with in-house software

· Maintain “helicopter view” on all projects, with respect to deadlines, follow-up, etc.

· Support the “Expats” (contact with Real Estate agents, paperwork, translations, official papers, etc.)

· Complete and process monthly expense reports
· Manage supplies and stationary

	Apr.-Aug.‘97
	McDonald’s NV/SA, Brussels – Headquarters of McDonalds, Benelux

	 
	Administration Assistant, Financial Director

Provided multifaceted professional secretarial support to the Financial Director and his team: arrange and coordinate meetings (internal/external) and travelling including relevant activities, handling of all incoming telephone calls and mail, organising and maintaining managers’ diary, dealing with correspondence to and from the department, follow up of manager’s mail in his absence, establish and maintain a filing and retrieval system, drawing up translations, attending meeting and preparing meeting minutes, drawing up presentation material, organization charts, managing supplies and stationary, etc.

	Mar.-Jul. ‘96
	Unilever, Antwerp  – Representative for Lipton/Ice Tea products (visits to clients to promote the products)

	January ‘96
	Autosalon, Brussels (Car Show) – Consultant for General Motors (provide technical information to potential clients after an intensive Sales Techniques training)

	Oct.-Dec.‘95
	Catering Industry, Antwerp – Employee 

	Feb.-May ‘95
	Censydiam, Brussels (Marketing Research): Internship in the Qualitative and Diagnostic Market Research (marketing interviews using ‘Qualitative techniques”)

	Sep.-Dec.‘94
	Union Nationale de Mutualités, Brussels (Medical Coverage Institution): Internship in the Human Resources Department (developed a tool to analyse the training needs)


Education
	1990-1995
	Université Libre de Bruxelles (ULB), Brussels

	 
	Licence in Psychology and Pedagogy (5 years)

	 
	Specialisation: Industrial and Commercial Psychology (Marketing and Human Resources). Results: Highest Distinction (>80%).

Final paper theme: “Contribution to the study of training: the representation of training as tool of analysis"

	Nov.’96-Apr.‘97
	Vlaamse Dienst voor Arbeidsbemiddeling en Beroepsopleiding (VDAB), Antwerp

	 
	Training for Management Assistant

	1989-1990
	Preparation for the admission examination to the Medical Science University in Bucharest, Romania (biology, anatomy, physics and chemistry). Succeeded in June 1990.

	June 1989
	Baccalaureate (literature, maths, physics) in Bucharest, Romania (result: 85%)


Language Skillls

Bilingual Romanian/French (Romanian native language)

Fluent in English and Dutch (colloquial language)

Other Skills

Computer literate: very good knowledge of Windows NT (Word, Excel, Power Point), Web designing programs (Front Page 2000, DreamWeaver MX 2004), Map designing programs (MapInfo Professional 5.5), Adobe programs, Netscape and Internet Explorer.  
