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HIGHLIGHTS OF QUALIFICATIONS
Successful experience in International Communications, Translation, Interpreting and Teaching
Multi-Lingual: fluently speak, read and write English, Arabic and Czech.
Special talent in relating well with all types of individuals, with an extensive knowledge of various cultural differences and ways of doing business.
Well-versed in teaching a foreign language and working with a wide range of organizations.
Skilled in adapting curriculum to respond to organization’s goals and objectives
Specific Skills includes:
	     Computer proficiencies
Microsoft Office
SQL – Oracle
AutoCAD
	    Staff team leadership
Effective communications
	Supervision of staff
Business planning



EDUCATION:      BA in Education
                               Associates Degree in Agriculture 
PROFESSIONAL COURSES
 • Tourism Guide Training (Syrian Minister of Tourism “Syria”) • General Management Skills (Syrian European Business Center ‘SEBC’ “ Syria”) • Fundamental of Human Resource Management (SEBC “Syria”) • Human Resources Management (Mawred “Syria”) • Communication Skills (SEBC “Syria”) • Conducting a Feasibility Study (Mawred “Syria”) • Negotiation Skills (SEBC “Syria”) • Marketing (Mawred “Syria”) • Intercultural Communication (GAP – Turkish Embassy) • Secretarial Skills (Mawred “Syria”) • Computer Training “Syria” • Substitute Teacher Training “UAS” • Developing Activities for Young Children “USA” • Sales Associate Training “USA” • Neuro Linguistic Programming “NLP” (Mamoun International Corporation “Syria”) • Teacher Training (ALC) • Translation Training (ALC) • Women Entrepreneurship Training (Higher Institute of Business Administration “Syria”)
AFFILIATIONS:	
Cruise Lines International Association “ CLIA” (USA), American Translators Association “ATA”(USA), Austin Translators Association(USA), American Women of Damascus “AWD” (SYR), Mawred “Modernising & Activating Women’s Role in Economic Development” (SYR). Arab International Women's Forum (AIWF). Chamber of Tourism (SYR).
RELEVANT EXPERIENCE
INTERNATIONAL COMMUNICATIONS • MULTI-LINGUAL • LANGUAGE TRANSLATION & INTERPRETION (Echo Translation, 1999 – Present/ worldwide)

	•	Fluent in reading, writing, speaking and interpreting in English and Arabic, and     
              conversational Czech
	•	Understand various Arabic dialogs, including Syrian, Iraqi, Jordanian, Lebanese,    
         Palestinian, Saudi, Abu Dhabi, Kuwait and Egyptian 
	•	Act as liaison between individuals and/or company describing situations, circumstances   
             and dilemmas
	•	Translate for individuals who are unable to communicate effectively in English, Arabic   
              and/or Czech
	•	Edit and translate business correspondence, contracts, proposals, personal documents, 
              vital records, technical and specialized documents, manuals, product/service brochures, 
              articles, glossaries and literature
	•	Translation of business meetings, cultural programs, conference calls, trade negotiations, 
              symposiums, international conferences, etc. 
	•	Excellent preparation of letters, documents, contracts and telephone conversations
	•	Able to interpret emergency situations and mediate conflicts paying special attention to 
             details, timetables, body language and gestures
	•	Well-versed in foreign democracy, politics of various country, foreign relations, 
              religious beliefs and values  
           • Provide marketing advice, research covering customs, history, religion and politics
2005- 2011     ESL COORDINATOR• CURRICULUM DEVELOPMENT • INSTRUCTION • TEACHER CONSULTANT & TRAINER 
(Part time for various organizations in the USA & Syria)
· Develop weekly plans and curriculum; provide a comfortable learning atmosphere through various classroom management techniques
· Design and utilize learning aides, which strengthens language understanding and balances literacy in reading, literature, words, speaking, writing and listening
· Establish clear goals and objectives for each lesson
· Interview, hire and train teachers 
· Assess, evaluate and provide feedback on program; author reports outlining dilemmas   and submitting possible solutions to management
· Assist with a variety of academic and foreign speaking skills while improving student’s self-confidence in the ability to accomplish goals
· Support with various word interpretations, origins, context, syllables, etc.

2007-2009 TEAM LEADER ASSISTENT & OFFICE MANAGER
(BSSP2 Central Bank Syria)
· Maintain general office files and keep information and reference in a manner that allows easy retrieval
· Help in recruitment of Local Staff and Short Term Local Experts
· Prepare office supplies requisition including the preparation of equipment specifications, collection of bids and preparation of purchase orders 
· Assist in the logistics preparation and implementation of training, workshops, meetings and other awareness activities (exhibitions, fairs…) pertaining to the project
· Follow-up on administrative matters
· Translate project reports/ documents when needed
· Keep appointment and arranges office meetings and answer phone calls 
· Assist in writing Time-Sheets  and prepare direct payment request
· Handle day-to-day petty cash (opening, bank relation, administration and closing) 
· Assist in preparing work plans and budgets
· Organize travel arrangements for staff and experts

SOME OF MY TRANSLATION CLIENTS
[bookmark: _GoBack] Global Language Solutions, Inc ; PA PA (Political Asylum Project of Austin); Casa Marianella (Emergency shelter serving immigrants and refugees in Austin); District Court–Austin; Saheli (Non-profit organization); The Lawyers’ Committee for Civil Rights under Law of Texas (Translated Resources for Combating Hate and Discrimination in Texas); County Attorney’s Office ; Insurance Companies; International Translation Bureau/Asian Translations ; New Type Translation;  Phoenix Translations ; Bridge Linguistic Language Services; The Center for Professional Advancement ; Ralph McElroy Translation Co Translated annual report for the Syria international Islamic Bank , and the Central Bank in Damascus.
US Citizen
EXCELLENT REFERENCES



1

