	Syrena M. Glade

Hillsboro, Oregon 97124

Telephone: 808 443-8395
Email : syrenaglade [at] gmail.com



Job Skills

	· Excellent command of the English language

· Create, edit and translate educational, technical and administrative documents

· Organize and prioritize multiple projects

· Outstanding customer service skills

· Excellent team player and leadership skills

· Experience with multi-line phone systems

· Able to type 75+ WPM

· 11 years experience performing written and oral Spanish translation
	· American Red Cross CPR/AED/FA Instructor

· Computer skills include:

· Microsoft Office Professional Suite 2000-2007
· Designing basic, navigable web pages
· Windows and Macintosh computer operation

· Hardware and software troubleshooting

· Hardware installation and replacement




Work Experience
03/10-present


Netflix, Inc.




Hillsboro, OR

Customer Service Representative – Provide exceptional customer service and problem solving by responding to all inbound calls; Assist customers with new and existing accounts, website navigation, account billing, and shipping issues; Communicate information to a variety of non-technical and technical customers; Resolve customer inquiries; Provide technical assistance with devices such as PC, Mac, Xbox 360, Playstation 3, and the Wii.

08/06-01/10


Goodwill Industries of Hawaii

Hilo, HI

Secretary/Receptionist – Provide clerical support for various human services programs; Answer phones & direct callers appropriately; Utilize Microsoft Office applications to create documents, schedule meetings, maintain databases, build & automate spreadsheets; Maintain asset inventory & lending library databases for four office locations; Collaborate with diverse programs on various islands; Manage over 30 mobile phones on several accounts; Conduct American Red Cross CPR & First Aid courses for staff & clients; Other duties as assigned.
08/04-06/06


Berlitz International



Portland, OR
Private Spanish/English Instructor –Teach Spanish/English vocabulary and conversation in a developmentally appropriate manner to diverse students age 3-years to adult; Create activities, implement and enhance curriculum according to the Berlitz Method.
09/04 – 06/05


Garfield Elementary School


Corvallis, OR
Bilingual Education Assistant – Provide research support to certified staff; implement curriculum according to state benchmark standards; teach small groups in Spanish and English.
07/02-07/04


Volt Technical Services 


Portland, OR
      Hewlett-Packard Process Operator – Edit and assist in creation of technical documents; liaise with engineering staff; run and troubleshoot manufacturing machinery

 02/99-10/01


The Pond




Eugene, OR

Education Coordinator/Technical Support Rep – Create and teach basic and intermediate computer courses to a diverse group of multi-age learners; assist customers and staff with connection and other technical issues.

Education
University of Oregon,


Master of Arts, Spanish



Eugene, OR

Oregon State University, 


Bachelor of Arts, Spanish 


Corvallis, OR
References: Available upon request.
