Angélica Bascuñán Velasco
angelica.bascunan@gmail.com
Phone +569 99132775


Summary

Dynamic, organized office assistant efficiently supporting cross-functional coordinations. Thrives on helping an office run, excellent analytical skills, good at learning new procedures, team player, adapting to new positions and motivated to reach business goals
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Experience

New Zealand Embassy in Chile, Team Administration/Driver	March 2020 – at present
· Administration support to Head and Deputy Head of Mission.
· Managing supplies, property inspections, inventory items, etc.
· Assisting in the supervision of contractors in the Embassy and Residence.
· General adminstrative support, banking and delivery services.

Associated Universities, Inc / ALMA Observatory                       October 2018 – February 2020
(Fixed term projects) 
	
Office Coordinator / Executive Assistant
· Support the AUI NRAO Representative and other managers.
· Keep records of expenses and payments.
· Support international staff members and their families in matters related to Foreign Affairs Ministry.
· Coordinate trips for staff and visitors in Chile and abroad.
· Coordinate and support Education, Diversity and Inclusion activities.
· Coordinate the general housekeeping and administration of the office, managing some services, contracts and agreements. 

Brinks Chile 	February – December 2017
Internal Communications Analyst
· Responsible for internal communications content that is delivered within the organization. 
· Refine core messaging to ensure organizational consistency in all aspects of communication including development, organizing and education.
· Publish videos and photography trough mailing, internal TV and brochures.
· Edit, design, and print internal publications together with the graphic designer.
Special Project: Re launch Brinks TV (Arica to Punta Arenas Branches), Kid’s day celebration at Kidzania and new aliances for discount and benefits for the employees

The House SpA	May 2015 - August 2016
Administrative Assistant
· Assist the administration of the office, housekeeping, suppliers and contracts
· Secretarial duties: status of incoming and outgoing mails, arranging appointments, visits and meetings with employees and visitors, attending calls.
· Transcribe and translate documents
· Petit Cash and supervise administrative staff on cleaning.
Special Project: Cost reductions on national trips.

Luxottica Group – Ópticas GMO	December 2013 – April 2015
Corporate Assistant
· Assistant to the Regional Board of Directors and General Manager Arrange corporate business trips, agenda, meetings and customer visits.
· Prepare expense reports, translations, power point presentations, office organization in general (order and maintain adequate supplies for the office and use good fiscal judgment in all purchases).
· Coordinate internal meetings with other related areas local and in between the regions by conference call, video call or skype.


WorleyParsons	September de 2012 – April 2013
Senior Executive Assistant
· Arrange trips, agenda, meetings, training sessions, customer visits and seminars.
· Prepare expense reports, translations, power point presentations and seminar materials.
· Helping in personal matters related to the relocation program for each Expat Executive coming to Chile.
Special Project: Merge International and Local Intranet content related to policy and procedures (English and Spanish versions)

Mitsubishi Corporation Investment (MCI)	March 2012 – August 2012
Assistant to CEO & NonFerrous Metals Division 
· In charge of Expat arrangements in Chile, Visa, ID, Home Rental, School, among others.
· Assisting Mining Directors on trips, agendas, meetings and mine sites visits.
· Prepare expense reports, translations and visitors’ programs during board of directors.

Bausis EST – Temporary Assignmnent	2009 – March 2012
Administrative Assistant (Samsung / Syngenta / Roche /Sodexo)
· Provided support for all administrative duties and supervising administrative staff. 
· Arrange business trips, videoconferences, teleconferences, etc.
· Status of incoming and outgoing mails, arranging appointments, visits and meetings with employees and visitors, attending calls, revise contractor’s contract, process invoice payments

UN - ECLAC Santiago 	July 2009 - December 2009
Secretary to Gender Affairs Division’s Director
· Controlle the budget and time & attendance record of the employee.
· Process purchase orders, quoting services and contractors’ payments.
· Keep control of incoming and outgoing mail and deliveries.
· Arrange videoconference, seminars and workshops inside CEPAL.
· Coordinate Oficial Visa for international trips.
Special Project: create a digital filing system and cost control

Finning South America 	August 2002 - July 2009
Executive Assistant to Vice President
· Coordinate agendas: organize and prioritize inbox and calendar.
· Support and prepared corporate meetings (sometimes required international travel)
· Compiled annual budget for the executive office.
· Arranged business trips (national/international)
· Provided support for all administrative duties, petty cash and cash receipts, place purchase orders, solicit quotations.
· Organize and maintain internal and external documents, create and keep filing system, translate internal reports, take minutes at meetings and prepare standard reports. 
· Revise status of incoming and outgoing mails and deliveries, arranging appointments, visits, Special Project: identification of cost reduction opportunities and Intranet kick off.

Sumitomo Corporation	December 1998 - March 2002
Administrative and Commercial Assistant 
· Responsible maintain mercantile documentation for overseas shipments.
· Provided administrative support for all Expat executives and administrate petty Cash.
· Coordination of the administrative duties of the drivers and administrative personnel
Special Project: Organize Steel Division and make new business of imports from Japan.









Studies
Universidad Católica de Chile, Strategic Communications Management Diploma, current 
Universidad del Desarrollo, Academia Diplomática, Protocol and Ceremonial, 2020
Icare, Análisis Financiero y Control de Gestión, 2006
Manpower, Bilingual Executive Assistant - Diploma, 2005 
Berlitz Institute, English at business and effective presentations, 2004
Manpower, Bilingual Executive Secretary Diploma, 1996 
Manpower, Mastery of Integral English Course, 1993 


Additional Skills
	
Microsoft Office, Google Suite
Windows, Macintosh
Internet, Social Media, Intranet
ERP SAP / Oracle
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