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Rebeca Lépez

@ Home : Spain

% Email: rebeca.lopez.lj@gmail.com R, Phone: (+34) 679695899
Nationality: Spanish
WORK EXPERIENCE
[14/10/2019 - Current ] Executive assistant
Total Specific Solutions Spain, S.L
City: Madrid | Country: Spain

Highly skilled Executive Assistant supporting the General Manager in Spain, The
Netherlands, Ireland and The UK.

* Facilitating communication and collaboration among 25 cluster companies.

* Interacting with internal and external stakeholders, representing the General
Manager, and fostering positive relationships.

* Managing complex schedules for my CEO and his Managing Directors.

+ Organizing international meetings and events, such as Leadeship Summit (Mdlaga), Spain
Academy (Madrid), Take-Off (on-line) Diversity Academy (on-line), QBR (San Sebastian).

+ Organizing complex travel arrangements.

+ As Travel Manager, ensuring that travel policies are compliant and cost-effective.

* Providing comprehensive office management services.

* Preparation of complex expense reports for multiple executives.

+ Successfully planned and executed high-level meetings, ensuring seamless logistics.

« Handling correspondence, preparing reports and impactful executive presentations,
and managing special projects as assigned.

+ Handling sensitive information with the utmost discretion

+ Thriving in a dynamic environment, adapting to changing priorities, and proactively
addressing challenges.

[15/03/2015-10/10/20191 Travel Manager
OHL
City: Madrid | Country: Spain

+ Direct and coordinate the entire process of moving to the new travel agency,
ensuring a smooth transition and minimizing disruptions to travel services.

* Negotiate and manage relationships with travel providers (airlines, hotels, car rental
companies, etc.), securing favorable rates and preferred partnerships.

* Implementation of a new travel agency to manage corporate travel. This resulted in a
20% cost saving over the previous year.

+ Establish and maintain clear travel policies and procedures to ensure compliance
with industry regulations and best practices.

+ Having achieved all my objectives as a Travel Manager, | also worked as an Executive
Assistant to the CEO and HR Manager of the company, fulfilling all the tasks
entrusted to me.

[02/06/2008 - 31/07/2013 1 Executive assistant
Europcar IB
City: Madrid | Country: Spain
Successfully supported the CEO and CFO.


mailto:rebeca.lopez.lj@gmail.com

[ 20/08/2003 - 31/05/2007 ]

[01/06/2007 - 31/05/2008 ]

[01/06/2001 - 15/08/2003 ]

EDUCATION AND TRAIN-
ING

[ 10/09/1993 - 30/06/1996 ]

* Managing complex schedules.

* Prepared accurate and confidential financial and budgetary reports.

+ Coordinate meetings, domestic and international travel arrangements, and
appointments for the executive

+ Gather data, compile financial reports, and prepare presentations for meetings.

+ Organize department events and provide cross-departmental financial support.

* Build and maintain relationships with financial vendors.

Senior administrative secretary
Pepsico Espaiia
City: Madrid | Country: Spain

As a Secretary in the Trade Marketing department, | managed relationships with
promotional materials suppliers and advertising agencies. | also compiled data and anal
yzed campaign performance to generate comprehensive reports for the team.
Additionally, | provided administrative support to sales representatives and contribute
d to the development of presentations for client meetings.

| successfully led the implementation of SAP, replacing our manual order management
system. This initiative drove significant cost reductions, minimized errors, and ensured
timely order fulfillment, contributing to the department's overall success.

Executive secretary
Pepsico Espaiia
City: Madrid | Country: Spain

In recognition of my outstanding contributions to the Trade Marketing department, | was
promoted to the position of Executive Assistant to the Vice President of Retail.

| provided high-level administrative support, including managing a complex calendar,
coordinating domestic and international travel, and preparing detailed reports.
Successfully implemented new processes to improve efficiency and accuracy.
Demonstrated exceptional organizational skills and the ability to prioritize tasks in a fast-
paced environment.

Corporate secretary
Warner Bros.Park
City: Madrid | Country: Spain

My organizational, communication, and customer service skills were key to the success of
the Commercial and Operational departments, as | played a pivotal role in ensuring
efficient operations and client satisfaction

* Management and upkeep of critical customer and supplier data.

* Managed sales team calendars.

+ Strong multitasking and prioritization skills.

« Demonstrated ability to provide excellent customer service and resolve issues
effectively.

* Proven track record of contributing to special projects, including event planning and
department implementation.

« Skilled in arranging business travel for department staff, including booking flights,
hotels, and transportation.

Bachelor in Tourism



[ 10/01/2011 - 01/10/2011 ]

[01/02/2014 - 01/12/2014 ]

LANGUAGE SKILLS

DIGITAL SKILLS

Rey Juan Carlos University

City: Madrid | Country: Spain Level in EQF: EQF level 7
Post-grade in Senior Management secretarial techniques
SecretariaPlus on-line school

City: Madrid | Country: Spain Level in EQF: EQF level 6
Post-grade course in hotel management

Saint Paul Foundation - Seville University

City: Madrid | Country: Spain Level in EQF: EQF level 6

Mother tongue(s): Spanish

Other language(s):

English

LISTENING C1 READING C1 WRITING C1

SPOKEN PRODUCTION C1 SPOKEN INTERACTION C1
French

LISTENING B1 READING B1 WRITING B1

SPOKEN PRODUCTION B1 SPOKEN INTERACTION B1

Levels: AT and A2: Basic user; BT and B2: Independent user; C1 and C2: Proficient user

Digital Skills - Test Results

Kl Information and data literacy ADVANCED
Communication and collaboration ADVANCED
Digital content creation ADVANCED
[ safety ADVANCED
& Problem solving ADVANCED

Results from self-assessment based on The Digital Competence Framework 2.1

My Digital Skills
Microsoft Office | Microsoft Excel | Social Media | wordpress | MS Teams

Level6/6

Level 5/6

Level 5/6

Level5/6

Level 5/6


https://europa.eu/europass/digitalskills
https://ec.europa.eu/jrc/en/digcomp
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