Antonia VILLADIEU

16, rue de la poste

34230 ADISSAN

Tel: +34 4 67 38 05 81

       +34 6 84 44 63 60

PROFESSIONAL SKILLS
Translation: 
· Translation of texts Spanish - French.
· Proofreading texts Spanish - French.
· Translation of general texts.
Assistant school librarian:

· Assisting children in research of documentation. Classification according to the Dewey method. Stocktaking.
Secretarial:

· Competent user of telephone and switchboard systems, e-mail. Working knowledge of Office package. Organisation of filing system.
Accountacy:

-     General accountacy. Bookkeeping, petty cash, purhases, sales, OD., état de     rapprochement, balance. Payments, statements, contacts with social organisations, VAT, payroll. Results. Balance sheet.

EXPERIENCE IN THE FIELD
Proofreading 30 pages of translated subtitles (Spanish – French) for a documentary: www.quepo.org
2008-2009: Rural Association, Spanish conversation class (group of 5 students)

QUALIFICATIONS
2000           Baccalaureate in Professional Business, GRETA Clermont-l’Hérault

1986           C.A.P. (Vocational training) Administrative staff, ILFAR Lunel

1982           Baccalaureate in Quantative Management Techniques, LEP Mermoz Montpellier

1980           B.E.P. Accountacy, LEP Mermoz Montpellier
EDUCATION
Paul Valéry University, Montpellier, France: 1st Year of Spanish, English, Deug
University of Murcia, Spain: 1st Year of Spanish and English philology 
LANGUAGES

-      French : Fluent ; spoken, written (First mother tongue)
· Spanish: Fluent; spoken, written. (Second mother tongue) I have lived in Spain on several occasions.
· English: Good level.

