JIM PAGLIARO
Satsuki-so 1F, 5-6-29 Iguchi
Mitaka-shi, Tokyo-to 181-0011
Phone: 0422-34-8385
e-mail: jimmyp00@hotmail.com

SELECTED ACHIEVEMENTS

 
Performed editing, proofreading and revision of various materials written in English by Japanese staff consisting of inter-office correspondence as well as client related documents. Gave general advice on English grammar or usage. 

 
Conducted interviews with potential employees to determine their English speaking level and proficiency. Contributed feedback and recommendations to Personnel Department regarding these individuals. 

 
Created innovative and dynamic lessons for teaching students of various ages and backgrounds. Prepared and administered TOEIC, TOEFL, Eiken, Business and Children's lessons. Informed staff on progress of students and furnished constructive criticism for improvement. 

 
Designed and implemented a number of office-wide computer applications that streamlined and automated critical job functions. These systems allowed staff to cut business losses by 10-15% and provide better service. Wrote documentation and trained office staff in the use of these applications.

 
Planned and installed all computer information systems for a company. This included analysis of needs, applications and functions necessary to automate the work place. Made important purchasing decisions on what software and hardware to buy.

 
Personally installed more than 40 Personal Computers and 80 "dumb" terminals connected to a Wide Area Network, as well as 30 laser printers.

 
Provided technical support and service for more than 100 computer and network users on a variety of platforms and software programs. Trained users in the use of software programs and applications and gave tips and short-cut advice.

 
Managed office telecommunications operations including review of monthly telephone bills. Saved the company more than $1000 through a system of identifying erroneous calls and securing telephone company credits.

 
Planned and implemented a voicemail system for the office. This involved learning specific needs for the different departments and tailoring the voicemail system for those particular needs. Took time to make sure all problems were worked out to the satisfaction of the department leaders.

EXPERIENCE

9/99-

Editor, Andersen Worldwide, Tokyo, Japan,
Primary duties include editing and revision of various materials written in English by Japanese staff. This consists of inter-office and intra-office correspondence as well as client related documents. Also typing of documents is required in some cases. Many of these documents are highly confidential or sensitive in nature. Duties at times are performed by use of Personal Computer and word processor or e-mail system. General advice on English grammar or usage is also given. Staff consists of over 100 Japanese secretaries and account executives.

5/96-8/99
 English Conversation Teacher, Nova ICI, Tokyo, Japan,
Taught Japanese students conversational English lessons, either prepared from text or self created. Also including TOEIC/TOEFL, EIKEN, children’s lessons and business related topics.

12/93-5/96
Computer Specialist, Carroll, Burdick & McDonough, San Francisco, CA, 
Provided support for over 130 users in 3 offices in multiple hardware and software configurations. Platforms include both a Local Area Network and stand-alone PC's. Networks include Sun Server with PC-NFS and Windows NT server with Windows for Workgroups using TCP/IP. Involved in setup of new systems and network connections, trouble shooting and maintenance. Conducted classes and trained users on the use of new software. 

5/89-10/93
Information Systems Coordinator, Willis Corroon Corp., San Francisco, CA
Main duties entailed management of all office computer systems including installation, maintenance and trouble shooting. Also responsible for the creation and support of software application. In charge of telephone and voicemail systems.

3/88-5/89
Marketing Information Analyst, Willis Corroon Corp., San Francisco, CA
Duties consisted of analysis of client loss runs and creation of Insurance specific models on Lotus 123.

2/87-3/88
Quality Control Audit Manager, Willis Corroon Corp., San Francisco, CA
Responsible for processing monthly, semi-annual and annual payroll audits and final audits on IBM personal computer and billing clients. 
10/85-2/87
Surety Department File Manager, Willis Corroon Corp., San Francisco, CA
In charge of Surety Department file room.

1/85-10/85
File Room Clerk, Willis Corroon Corp., San Francisco, CA 
Worked as clerk in the main file room.

EDUCATION

Certificate in Programming, Computer Learning Center, San Francisco, CA
Bachelor of Arts, Economics, San Francisco State University, San Francisco, CA

