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Summary of
qualifications

December 2005 — August 2008

World Family Organization.

The World Family Organization is an International Organization in Consultative Status with
the United Nations, and works in cooperation with specialized agencies to develop policies
and projects for improvement of housing, health, sanitation, nutrition, education, recreation,
work conditions, social protection and environmental issues affecting families.
hitp://www.worldfamilyorganization.org

Office and Project Manager

Office Manager

. Prepare and execute annual budget.

s Prepare and execute payrolls in coordination with the accountant.

= Compile, plan and order office supplies to the Presidency Office in Brazil and the
Headquarters Office in Paris, France.

» Provide administrative support to the President in the Presidency Office in Brazil and
the Headquarters Office in Paris, France.

Project Manager

= Prepare, manage and execute project budget and recommend subsequent budget
adjustments when necessary.

= Prepare and provide financial reports.

= Delegate tasks and responsibilities te appropriate personnel.

C On site visits and reporting.

" Identify and resolve issues and conflicts within the project team.

L] Identify and manage project dependencies and critical path.

- Plan and schedule project timelines and milestones using appropriate tools.

= Develop and deliver progress reports, proposals, requirements documentation and
presentations.

s Track and report team hours and file expense reports.

" Create, maintain & constantly look to improve production processes.

= Conduct quality control activities in accordance with instructions, inspection
programs, using specified control measuring and testing equipment.

March 2004 — August 2008
World Family Organization.

Communications Officer

= Web designer: setup, update and maintenance of the Organization’s website.

= Provide information and documentation on meetings, conferences and trends in this
field.

= Coordinate the communication channels through different media: internet, e-mail,
website, fax and document release.

= Preparing and coordinating international conferences including the logistics under the
supervision of the President and the Vice President of Communication and Public

Relations.
= Summits: World Family Summit: China 2004, Brazil 2005, Jordan 2006 and
Poland 2007.

= Statutory Meetings: Executive Board Sessions: France 2005, Spain 2008,
Switzerland 2006, Jordan 2006, Germany 2007, Geneva 2007, Poland 2007 and
United States 2008.
= Organize and coordinate side events during the United Nations High Level Segment
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