Calle Estados Unidos 627 — La Paz - Bolivia
Telephones: 214-1962 - 762 04484

Jaime Daniel Romano Pando

Personal Information

Marital Status: Married
Nationality: Bolivian

Age: 37

Place of birth: La Paz, Bolivia

Objective

To provide a service in which customer satisfaction is the outmost important factor, while assuring a certain fluid
pace in work production. This is the base of any solid business, which is founded on trust and well developed
labor, which entails a professional attitude as well.

Short

description
of working
experience

My working experience ranges from Personnel Administrator to Interpreter and Instructor. For most of it, |
have worked as a Manager, where the key factors of work were discipline, teamwork, organization and
prompt-smart delegation of various tasks to the staff. As a Translator and Instructor of English, | was
required to be accurate, above all things, and also to have a great understanding of English and Spanish
grammar, plus an extensive and proper vocabulary.

Through my years of work, | have come to the understanding that the best way to work is by having a
professional environment. This is reached by an exact awareness of each one’s roll within the work place. But
most of all, by always keeping in mind, that aside to any problem that there may be, personal or other wise, there
is a job to be done for which we were hired for, and nothing should interfere anyone from doing so.

1999-2007 DIGITAL LANGUAGE SERVICES

Calle Estados Unidos 627
Administrator and Owner

= Responsible for the educational system, plus the training of the personnel. Also supervision of classes and
translations. At this time these are some of the companies that we work for: ADRA Bolivia (NGO), USAID-
NAS, Ministry of Hydrocarbons, SIKA BOLIVIA (International Construction Company), ANDRADE
GUTIERREZ (International Construction Company), Contraloria General de la Republica de Bolivia,
Berthin Consultoria, Sanctuary Music, KTOURS Agency, among others. | am currently listed as one of the
Official Translators of the American Embassy and USAID.

1998 — 1999 BRITISH COUNCIL

Avenida Arce no 835
Management Assistant

= My main function was to sign up students, order books and other learning materials for the students. | was
also in charge of the daily accounting of the inscription fees and the purchase of books.

1997 — 1998 UPDATE

Edificio Sefior de Mayo 4" Floor
Academic Supervisor

= Scheduling of classes, hiring and training of teachers, payroll, customer service, plus the general
organization of the institute.



1995 - 1997 KB TOYS

Staunton Mall, Staunton, VA, USA
Assistant Manager

= The store’s overall management, which included: hiring & training the staff. Promoting new merchandise,
customer service, schedules & payroll, representing the company at conventions or other events where new
merchandise was promoted, and the general administration of the store, including taxes, expenses, profits
and losses reports, etc.

1993 - 1995 KB TOYS

Ballston Commons Mall, Arlington, VA, USA
Assistant Manager, Arlington District
= General work and supervision of 5 stores, which included: Hiring & training of some of the managing staff.

Promoting new merchandise, customer service, schedules & payroll, inventories, sales reports, employees’
performance reports. And also the stores’ administration, which included taxes, expenses, profits and losses

reports, etc.
1991 — 1993 THE WALL MUSIC COMPANY
Ballston Commons Mall, Arlington, VA, USA
Assistant Manager

= Hiring and training the staff, monthly inventories, schedules & payroll, ordering of product, merchandising,
sales’ set ups and general administration of the business, including taxes, expenses, profits and losses

reports.
1988 — 1991 KB TOYS
Ballston Commons Mall, Arlington, VA, USA
Cashier

=  Customer service, merchandising, helping at inventories and re-stocking of merchandise.

Education

1992 — 1994 CORCORAN COLLEGE OF ART

Washington, DC, USA
Major: Graphic Design

= Most of my studies were: Graphic Design, Artistic Composition, Art History, Painting, Drawing and
Artistic Presentation.

1991- 1992 NORTHERN VIRGINIA COMMUNITY COLLEGE

Annandale, VA, USA
Major: Visual Arts

Most of my studies were regarding Graphic Design, Painting, Drawing and some Art
History.

1987 - 1990 Falls Church High School

Falls Church, VA, USA



Degree: High School Graduate

= In High School, together with completing all the credits needed to graduate, my studies had an extra
emphasis on Art classes.

1978 - 1987 Colegio La Salle

La Paz, Bolivia

Grade Completed: Ninth Grade
= Inthis School, | completed all the credits needed to complete the ninth grade.

References | Compassion: Pam Hargis phargis@us.ci.org,— (719) 487 7139
ADRA Bolivia: Sandra Ramos — 222-1310

Andrade Gutierrez: Ricardo Unzueta — 221-9617

Berthin Consultoria: Mauricio Ballivian — 244-3372
Contraloria General de la Republica de Bolivia: Dr. Miguel Bonifaz 220-1414
Sika Bolivia: Gonzalo Castillo Tel. 2414861

Idiomas y mas: Erik Avila Tel — 214-1962 — 211-8113

K B TOYS (Ballston): Brian Blair Tel. (703) 527-2617

K B TOYS (Staunton): Ann Koontz. Tel. (540) 885-0336
K-Tours Agency: John Jackson 44200780809480 (London)
Sanctuary Music: Johnnie Allen 44200920844520 (London)

Lanquages
I am able to speak, read and write proficiently English and Spanish

Other skills | I have had training in Customer Service, Marketing, Merchandising, Internal and External Theft Control,
Business Administration and Personnel Training.

These are the software programs | can use: Microsoft Office XP 2003, Internet Explorer, Lotus and Power
Point 2002, Adobe-Page Maker 2003, FoxPro, VISIO, Freehand 48 and MS-DOS.

Exams I have passed the following exams:

- TOEFL Exam: 290

Michigan Exam: 95%

Translators’ Examination (American Embassy): 96%

Courses - First International Summit of Specialized Translation 2004

Certification of the School of Public Translators of the City of Buenos Aires 2004

- Classroom techniques and new teaching methods - British Council — La Paz 2002



mailto:phargis@us.ci.org

