
 

 

Alisson Tiffany Arivilca Gómez 

 

Date of Birth: January 27, 1999 

ID Number: 72025694 

Marital Status: Single 

Phone: 974 384 350 

Email: alissonarivilca@gmail.com 

Address: Calle Añaquito 230 – San Miguel 

 

PROFESSIONAL PROFILE 

I consider myself a responsible, dynamic, creative, and proactive person with 

adaptability skills and the ability to work in a team. I am initiative-driven to solve 

problems and achieve the goals and objectives set by the company. 

OBJECTIVES 

To successfully perform in a solid company, contributing my knowledge while allowing 

me to develop professionally and advance within the organization through goal 

achievement, working with honesty, efficiency, and responsibility. 

 

EDUCATION 

• LITS Institute 

Graduate in Translation and Interpretation of Languages (2019 - 2022) 

• High School 

Colegio 1197 Nicolás de Piérola (2010 - 2014) 

• Primary School 

Colegio Nuestra Señora de Lourdes (2004 - 2009) 

 

LANGUAGES 

• ICPNA Institute (2016 - 2018): Advanced English, completed 

• Centro Cultural de la Lengua Portuguesa (2018): Advanced Portuguese, 

completed 

 



 

COMPUTER SKILLS 

• Excel: Intermediate level 

 

WORK EXPERIENCE 

GV PROYECTOS (August 2024 – Present) - Executive Assistant 

• Manage and organize the executive agenda, ensuring time optimization for 

important commitments. 

• Handle incoming and outgoing correspondence, including emails, phone calls, 

and messages. 

• Prepare and review documents, reports, and presentations. 

• Perform administrative tasks such as filing documents and maintaining records. 

• Collaborate with different departments to coordinate projects. 

• Conduct research and analysis to provide relevant information for decision-

making. 

• Translate documents and emails between English and Spanish. 

• Interpret in meetings (consecutive interpretation, English-Spanish). 

• Maintain confidentiality of sensitive company information. 

WATCHMEN PERU (February 2024 – August 2024) - Administrative 

Receptionist 

• Document reception and front desk responsibilities. 

• Monthly issuance of company legal documents via SUNARP. 

• Management of mobile equipment for employees. 

• Supervision of maintenance personnel. 

• Control of billing for company platforms. 

• Translation of documents and emails (English-Spanish). 

AMERICAN INTECH (August 2023 – January 2024) - Executive Assistant 

• Manage daily schedules and strategic tasks. 

• Coordinate communications in English and Spanish. 

• Organize meetings and facilitate information flow. 

• Negotiate with international suppliers. 

• Supervise personnel and monitor their activities. 

• Implement attendance control systems. 

• Oversee sales and dispatch processes. 

• Provide daily reports for decision-making. 

 

 



 

CATALU LASHES SPA (January – July 2023) - Administrator 

• Responsible for administrative and operational management. 

• Customer reception, appointment scheduling, and social media management. 

• Maintain legal permits and licenses up to date. 

• Payroll management, staff scheduling, and supplier coordination. 

• Inventory control and employee training. 

ROBERTO GIORDANO SPA (January 2020 – January 2023) - Administrator 

• Administrative and operational management. 

• Inventory and purchasing control. 

• Cash handling and supplier payments. 

• Customer service and appointment scheduling. 

• Payroll and staff management. 

RESTAURANTE EL GRIFO (January – July 2019) - Hostess 

• Customer reception and seating. 

• Maintaining bilingual menus (English and Spanish). 

• Managing daily reservations and supporting servers during rush hours. 

OVERALL - PEPSI BRAND (June – September 2018) - Promotional Hostess 

• Promotion of Pepsi products during the World Cup season. 

TOTTO (December – February 2017) - Promotional Hostess 

• Promoted brand products inside Wong stores. 

GRILL & BAR “MI TIERRA” (May – December 2015) - Waitress & Cashier 

• Customer service, daily specials promotion, and happy hour marketing. 

• Cash handling, POS transactions, and daily sales reconciliation. 

 

 

 

 

 

 

 



 

WORK REFERENCES 

• GV PROYECTOS SAC 

Julia Flores - HR 

Phone: 953174902 

• WATCHMEN PERU 

William Montalvo - Administrator 

Phone: 907045144 

• American Intech 

Luisa Vieira - Administrator 

Phone: 954133342 

• Catalu Lashes SPA 

Liketty Becerra - General Manager 

Phone: 946999128 

• Roberto Giordano SPA 

Sergio Alegre - HR 

Phone: 992698069 

• Restaurante El Grifo 

Jonathan García - Store Manager 

Phone: 942784458 

• Overall - Pepsi 

Iván Salcedo - Supervisor 

Phone: 958791969 

• Totto 

Angela Iraola - Supervisor 

Phone: 994311944 

• Restaurante Mi Tierra 

Helver Agüero - Supervisor 

Phone: 976095233 
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