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	Brief About Me
	An accomplished result-driven pedagogue with relevant experience in French and Arabic languages teaching, and school administration & marketing, as well as high translation capacity in multiple linguistic combinations namely: French-Arabic, English- French and Arabic-English.  

	
	

	Professional Experience
	French and Arabic teacher - Berlitz language center
August 2009 – December 2014 (Part-time) | Algeria 

	
	· Classroom management 
· Planning, preparing and delivering lessons to a range of classes and age groups;
· Preparing and setting tests, examination papers, and exercises;
· Marking and providing appropriate feedback on oral and written work;
· Devising, writing and producing new materials, including audio and visual resources;
· Training sessions;
· Tutor students on an individual basis.
· Establish and communicate clear objectives for all learning activities.
· Observe and evaluate student's performance.
· Immersion activities.
Other relevant references within Berlitz Center (subcontractor):
1) Eclosion Nursery: from Sep. 2010 to May 2011 as Arabic Teacher.
2) Millenium Nursery: from June 2012 to Aug 2012 as French Teacher


	
	Marketing assistant - Berlitz Languages center 
2009 – 2014  (Algeria) 
· Assist in the development of existing and new branded Berlitz courses.
· Maintaining the data base as required.
· Maintain and develop the Berlitz website
· Assist in the development of the Berlitz brochure
· Customer services: respond to new sales enquiries, collect feedback after a course is completed, deal with client problems when required, specifically acting as point of liaison between agents and Berlitz.  Fast and effective communication is vital at all times. All enquiries should be responded to within 24 – 48 hours.
· Building a rapport with new clients/agents and maintain good working relationships with existing clients/agents. Communicating to target audiences and managing customer relationships to promote future sales.
· Managing the development of Berlitz’s social media      activity. Maintaining frequent updates, photos, client feedback and      comments on our Facebook page.
· Monitoring competitor activity and prices.
· Administration: including but not limited to, answering      general phone calls, responding to emails through external websites,      reviewing company terms and conditions and send to clients as required,      read and analyses client contracts. 


	
	Event Sales Representative / ACM event
February 2006 – March 2009 (3 years 2 months)|Alger
· Determine formats, approaches, content, levels, and mediums to effectively meet objectives.
· Adhere to and ensure compliance with all standards, policies, and procedures.
· Participate in event technology operational reviews annually and make suggestions to improve operations.
· Reach out to clients to help manage the business process, set and meet client expectations, and deliver according to budget.
· Execution of Events
· Responsible for servicing of ALL events.
· Collaborate with Sales, Convention, and Event Managers to develop and coordinate convention events in the property.
· Schedule staff to ensure that guest service and operational needs are met
· Ensure exceptional customer service by providing services that are above and beyond to ensure customer satisfaction and retention.
· Effectively communicate with both technical and non-technical audiences to understand guest needs and improve services by providing feedback, guidance, and individual coaching where needed.
· Lead discussions to review scheduled events and proactively avoid service challenges and failures.
· Analyze information and evaluate results to choose the best solution and solve problems.


	Education
	· Bachelor Degree in Translation and Interpreting (Arabic/ French/ Deutsch) 2005-2009
· Berlitz language center of Algiers/ English Language and Literature - General - 2012 – 2013
· French Cultural Centre (CCF Algiers)/ French Language - 2005
               
                                         

	
	

	Other Qualifications
	MS office (MS word, MS Excel, MS PowerPoint and Internet)

	
	

	Skills

	· Strong interpersonal skills with kids. 
· Ability to adapt to latest training schemes
· Ability to improve student’s potential.
· Very Passionate & flexible

	
	

	Personal Information
	Gender : Female 
Marital status : Married
Availability: immediate

	
	

	Contact    Details  
	DOB : 13 May 1987

	
	Visa Status : Husband Visa 

	
	Nationality : Algerian

	
	Languages Known : English, Arabic, French, German
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