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SANDRA HILLPHA CÁCERES

Urb. Vinatea  Reynoso, Block G, Dpto.210

J.L. Bustamante y Rivero, Arequipa
Urb. La Riviera de Monterrico, Mza. E-11 – La Molina - Lima
Cellphone number: (51-54) 959-783505
E-mail: sandra_hillpha82@hotmail.com
RESUMEN

I am a dedicated professional, optimistic, proactive, obliging, responsible, punctual, creative, charismatic, concise, with initiative, which prioritizes tasks and seeks to give practical and immediate solutions to any problem; with complete studies of Executive Bilingual Secretary, with knowledge of Accounting for studies credited in this Area, with wide experience in the Managerial and Administrative Area; 20 years of professional experience in companies so much national as foreigners, with knowledge of English. Highly reliable, objective; work orientated to facilitating the job with a high degree of commitment and initiative, skill for the auto-learning, capture of decisions; work under pressure and in teamwork. I have specialist's studies in Management Assistance.
WORK EXPERIENCE
OVERSEAS BECHTEL INC. SUCURSAL PERÚ (Agosto 2011 – Mayo 2012)
Engineer Manager Assistant – Proyecto Antapaccay – Espinar – Cuzco
· To coordinate with the Engineer Manager the daily diary: meetings, calls, negotiations.
· To obey the Regulation of Security, Health and Environment.
· Custody of confidential documents of Engineer Management.

· To send weekly the vans’ Check List of Engineer Area.

· Receipt and to do telephonic calls.

· To write and to proceed with SWPPs Procedures for the Engineers.

· To coordinate and serve the weekly meetings (coffee breaks) to the audience.

· To prepare the stretching monthly report to the knowledge of the Engineers.
· To assist every morning to the stretching.

· To control the correct use of the Engineers tools like: cameras, penetrometer, etc.

· To coordinate with all the Managers on the Project the signatures of the SRs procedures.

· To receive and send mails.

· To use the different informatics tools.

· To prepare the presentation of SWPPs slides.

· To assist in personnel activities, such as recruitment, policy administration, compensation administration, or employee development.
· To assists in cross-training other personnel in professional or discipline-specific skills, techniques, and procedures.
· To answer inquiries from other departments, area offices, or outside entities.
· To compile, analyzes, and prepares or helps prepare information for studies or reports, such as organization planning, charts, graphs, and work load forecasts.
XSTRATA TINTAYA S.A. (MARCH 2011) 
Economy and Finance Manager Assistant – Arequipa Office
· Receipt and to do telephonic calls.

· To receive and send mails.

· To use the different informatics tools.

· To coordinate with the Engineer Manager the daily diary: meetings, calls, negotiations.
· To coordinate and serve the weekly meetings (coffee breaks) to the audience.

· To receive every day the supplier’s invoices.
· To register everyone to the computer system and to share them to the appropriate area.
· To send every day the different documents to Lima, Las Bambas, Xstrata Espinar, etc.

· To help all the Arequipa team at Arequipa office.
SOCIEDAD MINERA CERRO VERDE S.A.A. (February 2010)

Replace for vacation to Manager Assistant – I worked with Mr. Javier Guevara Engineer (Hidromet Manager); and assist 06 Superientendents under his charge.

SOCIEDAD MINERA CERRO VERDE S.A.A. (November 2009 – December 2009)
Replace by vacation of Administrative Assistant – I worked with Mr. Eneas Calizaya, Engineer (Maintenance Electrical and Instrumentation Concentrator Superientendent) and with Mr. Jose Ortiz Akao, Engineer (Maintenance Concentrator Superintendent).
TRANSALTISA S.A. (August 2009 – August 2009)
One Company of the Cervesur Corporation S.A.A.

General Manager Assistant
· To coordinate with the General Manager the daily diary: meetings, calls, negotiations.
· To write and to proceed with correspondence for the General Management.

·  To request and to liquidate provisional for the General Management.

·  To file the pertinent documentation of the General Management.

· To send monthly the financial statements and movement of personnel to Auditor
 
 Corporate Management, previous authorization of the General Management.

· To receive the points of the corresponding areas and to elaborate the pre-draft of the    report of directory and of being the case Board of Directors.
· To prepare the presentation of corresponding report.

· Receipt and to do telephonic calls.

· To send when it appropriate summons of Directory and of Obligatory Meeting. 
· To receive and to control the stock and destination of advertising material.

· To manage the reservation of tickets, housings, travel allowances, diaries and requests of trip of the General Management.
· Custody of confidential documents of General Management.

· To send monthly to Accounting the consumption of nights of housing inside the contract of pre-sale of the Maria Angola Hotel.

· To manage the reserve of passages tickets, housing, travel allowances, diaries and requests of trip for employees of the company.
· To control the payment across AMEX and Air Services Travex of the tickets used.

· To control, to codify and to line books, videos, CDS, cassettes of the general library, as well as to do follow-up of the lending of bibliographical material.
· To manage the codification and file of the ring binder and boxes of free documents that the different areas send from time to time.

· To obey the Regulation of Security, Health and Environment.
ESTILOS S.R.L. (August – December 2007)

General Manager Assistant and Logistic Responsible
· Direct Assistant of the General Management.

· Sending weekly of reports of sales and stocks of Arequipa's cities and Lima to the suppliers.

· Attention to the client, suppliers, etc.

· Receipt of external and internal documentation, distribution and file.

· Coordination with all the areas to cover office supplies.
· Administration and control of little cash.

· Control of telephone central office, managing photocopier, scanner, fax and others.

· Control and programming of personal diary of the Management.

SOCIEDAD ELÉCTRICA DEL SUR OESTE S.A. (S.E.A.L.)
· Replace by Vacations of Projects  Sub-Management Secretary (January, 2007) 
· Replace by Vacations of Administrative Sub- Management Secretary (February, 2007) 
· Replace by Vacations of Unit of Accounting Secretary (March, 2007)
· Replace by Vacations of Headquarters Process Unit of Attention Assistant (April, 2007)
· Replace by Vacations of Legal Sub- Management Secretary(May, 2007)

FLUOR DANIEL (2006) – CERRO VERDE

Receptionist:  Primary Sulphide Project

· Control of Telephone central office of the Mine.

· Daily Reports of the labor in charge of Control of Store: waters, office supplies, cafeteria supplies.

·  Monthly Request of waters, office supplies, cafeteria supplies for the provision of daily of the mine.
· Constant Training to level of group for the application of new programs created specifically for this Project.

· Daily Coordination of the programs put in practice.

· Weekly update of the List of Contacts with the new personnel; and the respective sending to the whole personnel of the mine.
· Daily control and coordination of the use to the meetings halls.
TECSUP (January 2005 - September 2005)

· Teamwork for translation, edition and correction of documents: work with Canadian manuals of Primary Sulphide Project sending by Fluor Daniel – Vancouver.
INVERSIONES PERÚ PACIFICO S.A. (January 2003 - October 2004)
Administration Management Assistant – Dr. Juan Carlos Cuadros Arenas

Peruvian company dedicated to the Exportation of Products 

· Take decisions previous direct coordination with the Administration Manager.

· Weekly reports of the payments to Suppliers of materials and supplies; as well as of Suppliers of Services in general.

· Receipt.

· Managing telephone central office.

· Managing little cash, with weekly reports.

· Coordination with all the Areas for their better performance.
· Personnel payment.
· Control of telephone central office, managing photocopier, scanner, fax and others.

· To do buy liquidations.

· Receipt of external and internal documentation, distribution and file.
OFICINA REGISTRAL REGIONAL REGIÓN AREQUIPA (SUNARP) (May 2002 - November 2002) 

Institution of the State dedicated to the national control of the Public Registers.

Computer science and Statistics Department - Project of national Interconnection of offices register them.
· Application down initiative of the modifications in coordination with the Management for the raising of mistakes committed during the process of interconnection.
· Daily Reports of the tasks entrusted under goals, requested by the institution.

· Processes of daily Evaluation and scanning of registers.
· Constant Training to level of group for the application of new programs created specifically for this Project.

· Daily Coordination of the programs put in practice.
"SEDAPAR" (April 1991)

Secretary of the Accounting Department (Pre Professional Practices)

EDUCATION
· C.E.O. ROBERT GREGG del lnstitututo Cultural Peruano Norteamericano.  Executive Bilingual Secretary, Arequipa 1989 – 1991.

· UNIVERSIDAD CATÓLICA SANTA MARÍA.  Accounting and Finances Program, gratudate (Abril 1990 - Julio 1994).

· INSTITUTO CULTURAL PERUANO NORTEAMERICANO – Basic, intermediate and advance level of English 2008 - 2009
· C.E.O. NO ESTATAL "PERÚ".  Accounting Program; Certificated by the Education Minister as Accounting Auxiliar and Industrial Costs.

· C.E.O. «LUIS PASTEUR».  CESCA.  Informatic Programs, Windows Office.

OTHER STUDIES
· UNIVERSIDAD ANDINA DEL CUZCO, “V Congreso Nacional de Estudiantes de Ciencias de Contabilidad y Finanzas”.

· CONECCOF, Certificado de Participante por la Facultad de Ciencias Económicas, Administrativas y Contables.

· UNIVERSIDAD NACIONAL SAN AGUSTIN, “1 Conferencia Regional de Secretarias”.

· JURIS ADUANAS, Especialización en Comercio Exterior.

· C.I.C.A. – “Curso Inicial de Capacitación para Asesores” – Pacífico Seguros Lima.

 PERSONAL REFERENCES
· Mr. Gonzalo Valdes, Logistic Manager, Fluor Daniel Vancouver – Canadá, gonzalo.valdes@fluor.com
· Marcelo Christian Cruzat Carriel – Pre Ops Cordinator – Bechtel Chile – Proyecto Antapaccay – Espinar - Cuzco, Cellphone: 985048683
· Miss Mónica Bernaola, Xstrata Tintaya S.A. – General Manager Assistant  – 012171100

· Miss Eliana Escalante Gafáu - General Manager Assistant – Cervesur Corporation S.A.A. – 318 - 4002
Salary Requirements: to negotiate.

Availability: Immediately.

