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	Las Violetas 2370, Depto 405 Providencia
	                                                                                                           RUT: 13.271.755-9
569 - 81893288 
 dagurto@msn.com – daagurto@gmail.com


Daniela Agurto Hernández
	Objetive
	· To obtain a position in one of the following area of coordinating, support backup, system administrator, internal sales, administration management, analyst support and work under low and high pressure. Doing faith of my bilingual abilities and to show my solidity as the agent of a team.  Also collaborate with my diverse know-how that management.

	Experience 
Experience 
Experience 
Experience
	Mayo  2012 – Present        Bechte Chile Ltda     
Stgo, Chile

Field ES&H Administrative Assistant, Project Admin Suppt
Task involved:  
· Reviews incoming communications, work orders, and service requests for subject matter content and routes them to appropriate supervisor’s attention.  Composes routine correspondence in response to requests for department services; answers inquiries from other departments, area offices, or outside entities.

· Monitors all follow-up actions required by supervisor/manager.  

· Extracts data from reference material, either semi-technical or non-technical in scope.  Compiles, analyzes, and prepares or helps prepare information for studies or reports, such as organization planning, charts, graphs, and work load forecasts.  

· May assist in the recruitment of clerical and other support personnel.  

· Organizes material for meetings, presentations, and training sessions.  May operate a variety of audiovisual equipment in the presentation of programs, orientation, and conferences.  

· Helps develop and monitor budget or financial information, such as comparing past costs with future costs, auditing invoices, and verifying labor reports.  
· Creation of FMR, LM, Soul Source, TAR Hotel/flight

· Organize meetings, invitations and minutes.

· Organization of Catering.

· Collect, analyze, assist and prepare information for reports and profiles.  Such as organization, tables, graphs and texts.

· Organize the material for meetings, presentations and training sessions.

· Efforts of electronic vouchers
· Translations

· Storage of numbers of procedures of  Infoworks.
· Reviews deliverables of assigned staff and monitors quality to ensure that all documents conform to established standards and procedures.  

· May implement records management program.  Maintains files of various historical data.  

· May assist in personnel activities, such as recruitment, policy administration, compensation administration, or employee development.  

· Assists in cross-training other personnel in professional or discipline-specific skills, techniques, and procedures.  

· Performs other duties as assigned by supervisor.

March 2011 – May 2012        Eagle Copters CMA S.A     
Stgo, Chile

Bilingual Secretary Administrative 

Task involved:  
· Administrator of Corridor – Aeronautic program.  To verify that the entire user have their privileges to lever of user to operate in the system. Troubleshooting, test and production environment. 

· Inventory list for each aircraft.

· Make out quotations for aircraft and other products required by maintenance department.

· Pre-invoice and cash door.

· Conference call by Skype. (CANADA y EE.UU).

· Translations – Check Inbox with all requests from maintenance and sales department.

· Trace shipments and quotations.

· Build reports of administration, accounting and programming.

Dic 2010 – Mar 2011        My Safari Ltda     
Stgo, Chile

Commercial  Supervisor

Tasks involved:  
· Head in contacting the diverse suppliers of Central America, in order to obtaining the exclusivenesses in articles of clothing.

· Carrying out monitoring of contender from Centro America to Santiago, Chile.

· Verifying packing list of the contenders.

· Supervising the quality control – Verifying that all have arrived without any problem to the store.

· Daily report of sales carried out to be sending out to the owner.

· Revising tray of inbox with the requests of the clients. Let the owner know the needs of the clients.

· Visiting clients – Wholesales clients.

· Preparing daily report with all it assigned and attached the creation of Project of each month.

· Make metric for workers to obtain their commission of sale.
Oct 2010 – Dic 2010        Geneg Ltda     
Stgo, Chile

Computer Technology Teacher

Tasks involved:  
· Teaching the students to be in conditions of manipulating the main functionalities of the operating environment of Windows and the administrative applications of MS Office (Word, Excel, Power Point). 

· Delivering tools that permit the students to utilize basic Internet access and knowing the functions:  Explorer, search, e-mail, web sites and introduction to the services of instantaneous messaging MSN and multimedia technologies.

· Complete report of the objective of the class 
Oct 2009 – Feb 2010        Mincom International     
Stgo, Chile

Support Analyst
Tasks involved:  
· Responsible to give support for all NAM & LAM Customers.  

· Help Desk Support for all incident users on demand.

· Calls should be raised immediately on receipt of phone call or email.

· Multiple requests should be logged into separate calls, to ensure all SLA’s are met, and avoid request getting missed.

· Daily Backup Report – Custom developed solution.  

· Backup Task – Check/Backup every hour, confirm byte counts are increasing. (Monitoring from 9:00am thru 18hrs).

· Mail processing – Check mailbox with requesting from customer to create the ticket thru Remedy Application.

· Global Queue in Remedy – Tickets gets into Ops-Global with priority 1 thru 5.  

· Multi tasking Desktop Connection for many servers and clients requirements.

· Give support in many applications such as:  Backup Failed, Network, Communications, Database, Password Reset, Grant Access, Ellipse, VNP Connection, Oracle, Business Object, Budget module, Training and Production Environment, MEGS, Data Protector, and others.

· Prepare daily task assignment and create knowledge base article.
Remedy Application

· Receives mail from mailbox to create ticket in Remedy.

· Operations Queue and Service Center Queue to work tickets

· Assesses ticket with their priority to be assigns to the right group.

· Escalate Priority 1 to on call person to resolve issue.

July 2007 – Dec. 2008    CITI SERVICIOS FINANCIEROS     
Stgo, Chile

Regional Services Support – LATAM

System Analysis Support
Tasks involved:  
· Responsible to give support for all Latam Region for over 160 applications.  

· Help Desk Support for all incident users on demand.

· Receives tickets in Virtual Tech problem management system queue

· Send FLASH as a severity 1 & 2 to all Regions.

· Open EMS, monitoring Cosmo Argentina, Colombia and Venezuela

Plainview Application

· Receives ticket in Virtual Tech problem management system queue

· Assesses ticket and assigns severity and category

· Resolve problem or routes ticket to Level II for resolution.  Contact the user to verify resolution and provide status

· Ask the user for confirmation as resolution was provided from helpdesk to procedures to close ticket thru Virtual Tech.

· Give support in Plainview by the features in the application such as:  Project Management, Resources, Compliance/Approval Process (workflows)

· Each time that a call received is a request from a ticket that is open or is a new issue from the client, owes digital the request in the Virtual Tech or Plainview Application.

· Prepare Corporate Report for the entire Region of LATAM for each week for timesheet.  

March 2006 – December 2006        UPS  de Chile Ltda     
Santiago, Chile

Bilingual Operator
Tasks involved:  
· Responsible for receiving telephone calls of the clients and to respond all the anxieties and needs of our clients.  Preparing the reprogramming of pending shipments of delivery for the Department of operations in daily form.  Preparing reports of Damages when is notified of an importing in problems, this should be sent inside the first 3 work days to the Regional Office.

· Head by answering a most minimum average of 100 daily telephone calls.  Each time that a call received be a pickup for a client, owes digital the retreat in the system Tele-Magic.

· Carrying out quotations of shipments exported and imported for the client that require it and to deliver the correct information al client.

· Doing monitoring of Export and Importing according to the requests received on behalf of the client.  Doing requests of credit notes and Re-Invoices.
· Sending for e-mail or Fax the POD of Importing or Exports of the shipments of the clients (Tracking).  Opening search (Tracer) International for those shipments that do not have its POD in System, this can be detected for the CSC or by the claim received on behalf of a client.

· Select all the materials according to the requests of the client in daily form.  

Jan 2004–July 2004
SKY TV SATELITAL          Santiago, Chile

Bilingual Executive of Telemarketing:  

Tasks involved:  
· The commercial goals of the Clients Development unit, by means of the telephone sale of services of up-grade offered by the business, being oriented al fulfillment of the goals assigned and al objective strategic of profit value, in the framework of the norms and definite procedures by the company.  
· Performing calls inbound and outbound by means of the clients databases use, assigned monthly, for the purpose of I encourage the up-grade campaigns consumption according to the procedures established.  

· Contacting monthly al client that finish its period of Free Beginning Period (FVP) with the purpose of encouraging the programming plans contracting.

· Contacting to the active subscribers of SKY with the purpose of encouraging its incorporation al System of Automatic Payment with credit Card (PAT).  

Jan 2003 – October 2003            Source Financial Center
Bellevue, WA
Bilingual Loan Processor

Tasks involved:  
· Data Entry, Microsoft Excel, Microsoft Word, Mortgage and loan document experience.  Ability to organize and coordinate projects, work under pressure, under strict time management, and using strong sales skills.

· Telephoning customers to generate leads and set appointments, putting together loan documents, processing loan applications, evaluating credit, and closing loans. Detail orientation skills.

August 1998 – February 2002   Washington Mutual Bank
Bothell, WA

Technical Specialist II

Tasks involved:  
Responsible for the resolution of complex business and technical issues associated with Information System of the bank. Depending upon area of assignment, incumbent will work primarily with IT work groups and assist senior Technical Specialists in resolving software.
Senior Business System Analyst

· Tasks involved:  
· Perform highly technical, complex and sensitive analyses involving multiple variables.

· Advise top management on data interpretation for operating or strategic plans, including development of appropriate new information and financial policy recommendations.

· Responsible for project design, development, implementation, maintenance and completion.

· Mortgage lending environment.

Operations Supervisor

· Tasks involved:  
· Work in a fast paced environment, providing excellent customer service.

· Provide scheduling and workflow prioritization.

· Assist customer issues professionally

· Provide accurate record keeping and reports for audit and management requirements.

Bilingual Business Banker Representative

· Tasks involved:  
· Customer Service, retail, three years experience in call center monitoring and Specialist. Answering multiple phone lines with a large volume call; customer outreach.  Organize files; secure data such as names, addresses, and phone numbers for future services.

· Software application proficiency in MS Word, and Excel. Proficiency in MS Access, PowerPoint and Project are an asset.
· Working in a fast paced, production environment.  Vault-Teller and Cashier – Counting and making accurate transactions. 

	
	June 1996 – July 1998
Walla Walla Community College
Walla Walla, WA

Computer Lab Monitor and Office Clerk

· Tasks involved:  
· Provide Computer Assistance.  Assisted students with questions on the Internet. Data Entry and Graph assignment (flyers, brochures, signs). Set up special projects that required desktop publish skills.

	Education
	2002 - 2002
University of Diego Portales
Santiago, Chile

· Civil Engineering  Information & Telecommunications

1995-1998
Walla Walla Community College, 
Walla Walla,WA

· A.A. Degree

· Emphasis in Computer Technology

· Graduated 1998

1992-1995
Walla Walla High School,
Walla Walla,WA

· High School Diploma

· Graduated 1995



	Skills
	· Windows Vista, Windows Seven, XP/Millennium/98/95, Advanced tool knowledge of Microsoft Office (Outlook, Word, Excel, PowerPoint, Access).

· Knowledge of installation backup and maintenance of servants in platforms Microsoft.  I’m capable of coordinating and to direct works under constant pressure.

· Administering with responsibility in the areas of Production, Sales, Cost, Marketing, and Cash Register.

· Remedy, Remote Desktop Connection, Data Protector, ARCServe, Softland, MEGS, Data Protection Advisor, Email Processing, XQL, Project Office, Database SQL, Asset Management, Wintel, Network, WAN, AS400, SKYPE, STRATUS, ESSBASE, Mainframe, Virtual Tech, TSO, EMS, Citidirect, Paylink, NET, Outlook, Explore, Microsoft Office, Eudora, Document Design Layout, Byte v.4.15, Visual Banker 4.0, Explorer, Netscape, Web Page, Ftp Server, Tele-Magic, Partition Magic, E-fax, WordPerfect, Java, Dos, Pascal, AutoCAD, Dream Weaver.


	Languages
Tools

Additional Knowledge

Courses

Courses
	Fluently, read, write and speak Spanish 
· Windows 7, Windows Vista, XP/Millennium/98/95, Microsoft Office (Outlook, Word, Excel, PowerPoint, Access).  Remedy, Base de datos SQL, Desktop Connection, Data Protector, ARC Serve, MEGS, Data Protection Advisor, Email Processing, XQL, .NET, Project Office, Asset Management, Wintel, Network, WAN, AS400, SKYPE, STRATUS, ESSBASE, Mainframe, Virtual Tech, TSO, Unix, EMS, Citidirect, Pay link, SQL, Outlook, Explore, Microsoft Office, Eudora, Document Design Layout, Byte v.4.15, Visual Banker 4.0, Soft-land ERP v.4.202, Explorer, Netscape, Web Page, Ftp Server, MAS90, Tele-Magic, Partition Magic, E-fax, WordPerfect, Java, Dos, Pascal, AutoCAD, Dream Weaver, BPS, INFOWORKS, VISIO, DESKTOP CONNECTION, BECTRANSFER, E-sub, Concurr, Assignment Pro.

Gestión de Stock – Control de Inventario:

· FEFO – First expired, first out.

· FIFO – First in, first out.

· LIFO – Last in, first out.

Asistencia de Mantenimiento:

· Responsable de supervisor trabajos, realizar compras, realizar cotizaciones, administrar los servicios contratados, además de la realización de las áreas administrativas asociadas, entre otros.

· Comercio Exterior:

· Preparación de documentos de exportación / importación.

· Emisión de informes internos.

· Comunicación con agente de aduana, embarcador, etc.

· Seguimiento exportaciones / importaciones.

· Customer Service – Servicio al cliente.

· Apoyo función comercial.

· Analista Gestión procesos:

· Experiencia en implementaciones.

· Experiencia en gestión de procesos, optimización de procesos.

· Asistente Ejecutiva Gerencia General:

· Mantener actualizada agenda de reuniones.

· Recibir y mantener comunicación con los clientes.

· Coordinar viajes realizados por la alta gerencia.

· Ingresar y respaldar gastos realizados a través de las respectivas rendiciones.

· Financial Risk Managment –  Marzo 2006

· Working with Internal Customers  - Septiembre 2006

· Communication and Leadership  -  Junio 2006

· The Fundamentals of Effective Thinking – Febrero 2011

· HRS0004-X1 – M&M On-Boarding  Program – Day 1 – Mayo 2012

· M&M Onboarding: Crossfunctional Training, Part 1 of 2 – Mayo 2012

· M&M Onboarding: Crossfunctional Training, Part 2 of 2 – Mayo 2012

· M&M Onboarding:  Project Specific – Santiago BHP HUB – Mayo 2012

· NEO102-New Employee Orientation – Welcome Bechtel – Mayo 2012

· IST101A – Information Security 101A – Realizado en Mayo 2012

· IST101B – Information Security 101B – Realizado en Mayo 2012

· SCM0006-X1-SQ –TS-2003-01 Safety – Junio 2012

· ESH171 – General Office Safety – Junio 2012

· ESH172 – The office Safety Challenge – Junio 2012

· ESH178 – Introduction to People-based- Safety – Junio 2012

· NEO105 – New Employee Orientation – Julio 2012

· ETH0002-X1 – Bechtel Business Ethics: Our Code of Conduct – Junio 2012

· RIM102 – Managing Bechtel Email – Junio 2012

· RIM101 – Managing Bechtel Records and Information – Junio 2012

· ESH0020-X1:  ES&H – Making It Personal – Realizado en Mayo 2012

· NEO104 – The World of Bechtel – Julio 2012

· NEO103 – The Business of Bechtel – Agosto 2012

· ETH0003-12 – 2012-Ethics Awareness Worshop – Septiembre 2012

· ETH0007-X1 – Global Bribery and Corption Awareness – Diciembre 2012

· ETH0009-X1 – Export Controls: Commercial Products (BIS) – Diciembre 2012

· CTR0020 – SR’s in eSub – Enero 2013

· CON8302 – SWPP8302 – Backcharges - Mayo 2013

· COM0005-A1 -Windows 7:  Essentials I -  Junio 2013

· COM0095-X1 – Beginner Skills training in Microsoft Visio 2010 – Agosto 2013

· COM0070-X1 – Advanced Skills in Microsoft Word 2010 – September 2013

· ETH0003-13 - Voicing Bechtel Values:  Ethics Awareness Workshop –Septiembre 2013

· COM0071-X1 – Whats new in Excel 2010 – Septiembre 2013

· COM0078-X1 – Advanced Skills in Microsoft Outlook 2010 – Septiembre 2013

· COM0094-X1 - What’s New Microsoft Visio 2010 – Septiembre 2013

· COM0082-X1 – Advanced Skills in Microsoft PowerPoint 2010 – Septiembre 2013

· COM0074-X1 - Advanced Skills in Excel 2010 – Septiembre 2013

· COM0079-X1 - What’s New in Microsoft PowerPoint 2010 – Septiembre 2013

· PRO268 - Administrative Budgets –  Octubre 2013




	
	


