Noran 

Noran.149592@2freemail.com 
Professional Profile:

A versatile and professional English/Arabic Translator with proven experience within a multinational governmental aid agency. An educational background in English language and literature coupled with Masters in Middle East studies provides a rare and exceptional oppor-tunity within the diplomatic or multinational business arenas for a reliable and accurate lin-guistic operator.

Competencies:

· High level customer service orientation with commitment to quality and service excel-lence.
· Strong interpersonal, communication, presentation and negotiation skills across all levels.
· High levels of concern for order and quality in the workplace
· Good team player with understanding of team dynamics
· Good time manager and demonstrable ability to prioritize.
Ogra Software

Co-Founder

Office Manager



May 2011 - Jun2015

· Maintains office services by organising office operations and procedures; preparing payroll; controlling correspondence; designing filing systems; reviewing and approving supply requi-sitions; assigning and monitoring clerical functions.

· Provides historical reference by defining procedures for retention, protection, retrieval, transfer, and disposal of records.

· Maintains office efficiency by planning and implementing office systems, layouts, and equipment procurement.

· Designs and implements office policies by establishing standards and procedures; measur-ing results against standards; making necessary adjustments.

· Completes operational requirements by scheduling and assigning employees; following up on work results.

· Keeps management informed by reviewing and analysing special reports; summarising in-formation; identifying trends.

· Maintains office staff by recruiting, selecting, orienting, and training employees.

· Maintains office staff job results by coaching, counselling, and disciplining employees; plan-ning, monitoring, and appraising job results.

· Maintains professional and technical knowledge by attending educational workshops; re-viewing professional publications; establishing personal networks; participating in profes-sional societies.

· Achieves financial objectives by preparing an annual budget; scheduling expenditures; analysing variances; initiating corrective actions.

· Contributes to team effort by accomplishing related results as needed.

Career Experience:

American University in Cairo

Acting as the academic integrity coordinator
May 2009 - Sep 2009

· Arranging and scheduling the academic integrity committee meetings

· Assisting committee members and coordinating with the head of the committee

· Taking meeting minutes

· Keeping and maintaining students records

· Notifying and sending letters to students with the final verdict of the committee

· Keeping all confidential documents related

Senior Secretary- Office of the Provost
Sep 2007-Sep 2009

· Performing standard office administrative and secretarial duties
· Composing basic memoranda and correspondence
· Creating and maintaining appropriate filing system
· Handling correspondences.
· Scheduling meetings
· Assisting faculty members and visitors regarding inquires or problems and direct them to the appropriate person or department
· Review, order and maintain office supplies and prepare purchase requisitions
· Arrange travel, transportation and reservations.
· Keeping and maintaining faculty records
· Carrying out day-to-day routine services to faculty members
· Arrange for meetings, reserving rooms and taking minutes
· Handling in and out courier
· Handling petty cash and basic office expenses
IQ Communication – Cairo, Egypt

Senior Office Translator
Jan 2003 – June 2007

· Translated official contracts (dual language)
· Provided oral translations during contract negotiations
· Created and documented standard written communication correspondence for the office
Agricultural Technology Utilization & Transfer Project (ATUT)/ USAID

Assistant – Office of the Director General
Nov 1997 – Sept 2002

· General secretarial skills
· Dealing with in and out correspondence
· Created and maintained office filing system
· Translating all documentation into dual languages
· Scheduling meetings
	Education:
	
	

	American University in Cairo
	
	

	Masters of Middle Eastern Studies
	2001
	– N/C

	Current GPA 3.25
	
	

	American University in Cairo
	
	

	Center for Adult and Continuing Education
	
	

	The Professional certificate in Written Translation (PWT)
	1997
	– 2000

	
	Groundwork in written translation
	
	

	
	Print media translation
	
	

	
	Legal and UN Translation
	
	

	Ain Shams University
	
	

	Bachelor of Arts, English Literature and Language
	1993
	– 1997

	St. Joseph’s School
	
	

	General Egyptian Secondary School Certificate
	1993
	


Work Related Skills:

· General Office skills
· Internet usage
· Microsoft office skills
· SAP System
Hobbies:

· Reading
· Sketching
· Swimming
· Traveling
References Furnished On Request

