
 Curriculum vitae

PERSONAL INFORMATION Marta Calahuche Elena 

 

C/ Íberos, 48, 41100 Coria del Río (Spain) 

637 08 23 73    

martacalahuche28@gmail.com 

JOB APPLIED FOR Administrative assistant

WORK EXPERIENCE

03/2017–06/2018 Youth centre manager
Erasmus Student Network UPO, Sevilla (Spain) 

Coordinate cultural and leisure activities for Erasmus students who came to Seville in order to study

EDUCATION AND TRAINING

09/2018–Present Técnico Superior de Asistencia a la Dirección EQF level 5

IES Gustavo Adolfo Bécquer, Sevilla (Spain) 

- Training and career counseling.

- Human Resources and corporate social responsibility.

- Communication and Customer Service.

- Management of legal and business documentation.

- Integral process of the commercial activity.

- Office automation and information process.

- Business protocol.

- Organization of business events.

- Advanced information management.

- English.

- French.

 

09/2015–06/2018 Grade in Law
Pablo de Olavide University, Sevilla (Spain) 

- Until 2nd course

▪ Spanish Constitutional Law.

▪ Spanish Civil Law.

▪ Public International Law.

▪ Spanish Commercial Law.

▪ Spanish Administrative Law.

PERSONAL SKILLS

Mother tongue(s) Spanish
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Foreign language(s) UNDERSTANDING SPEAKING WRITING

Listening Reading Spoken interaction Spoken production

English B2 B2 B2 B2 B2

First Certificate in English, Cambridge 

French A2 A2 A2 A2 A2

Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user
Common European Framework of Reference for Languages 

Communication skills - Outgoing.

- Talkative.

- Enthusiastic.

Organisational / managerial skills - Leadership.

- Good organizational abilities.

Job-related skills - Good initiative to keep learning and improving daily.

- Proactive.

- Flexible.

- Adaptation to change easily.

- Persistent.

- Creative.

 

 

 

Digital skills SELF-ASSESSMENT

Information
processing

Communication
Content
creation

Safety
Problem-
solving

Independent user Proficient user Independent user Basic user Independent user

Digital skills - Self-assessment grid 

- Word.

- Excel.

- Access.

- Power Point.

- NominaSOL.

- ContaSOL.

Other skills - Liable.

- Organized.

- Exigent/Strict.

- Assertive.

- Empathic

Driving licence B
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