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CURRUCULUM VITAE

Personal details: 

Nationality:


Syrian 

Marital status:

single 

Date of birth:

30/7/1972

Languages: 


Arabic (mother tongue) English (fluent) 


Objective: 

Intellectual growth is an integral and important factor affecting learning.  It seems as people grow and mature, learning goals and objectives also grow and mature.  Because growth occurs as part of the continuum, time is a vital factor affecting learning.  Therefore, it is my professional responsibility to delegate and utilize time effectively as possible.  Another factor is to promote the good will of the agency or firm. Challenging and responsible position with dynamic, growth     oriented organization, in the fields of office management and organization                                                                                                      
Education :

              Twelve years of education in Syria
Qualification : 

· Bachelor degree in English Literature. Damascus university, Syria, 1993

·  Diploma Degree in translation ; Faculty of higher studies ; Damascus University in 1995

· Advanced courses in English (Completed level 6) in American Language Centre Damascus Syria.

· British council Damascus Syria (Completed level 7) attending English Business, Banking &conversation courses in 2002-2003.

· French courses in French cultural language centre (intermediate level)

Work Experience:

-16.01.1999 up till now: Central Bank of Syria 

Position: accountant in L/C Department & L/G Department

Responsibility: Issuing letter of Guarantee, preparing T.T, checking the documents which are sent from the applicant bank in L/C Department. And translating contracts

-03.03.1997 to 27.02.1998 in ESC English Center:

Position: English teacher

Responsibility: teaching English university students (composition & Language.

02.01.1994 – 24.12.1996 Jordanian Embassy, Damascus, Syria 

Position: Executive Secretary, consular section;

Responsibility: typing and attending all customer call, filling   

& administrative work.

Other Characteristics:
ADDITIONAL SKILLS AND INFORMATION

1. Computer Literate: Possess extensive knowledge in computer work.

2. Languages:

	Language
	Spoken
	Written
	Reading

	Arabic
	Excellent
	Excellent
	Excellent

	English
	Excellent
	Excellent
	Excellent


    3. References:                                                                                        

Will be given upon request.                                                                                   
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