
	objective
 

	
	Looking for a working environment that utilizes my linguistics knowledge and skills where team work and cooperation are the theme. A career in which continuous improvement and professionalism are the measure of success. As a proven expert in French language, which is my main field of study, also I have vast knowledge of spoken and written English, french and Russian language. I also posses admin skills which includes but not limited to secretarial, office management typing Arabic and English fast and accurate.
personal details:

 Born:                           12th  Jan 1977

 Birthplace:                  Jordan

Status:                        Married
 Nationality                  Jordanian 
Experiences

	
	· 3rd Sept 2006 till 25 December 2013                                                      JORDAN
Administrative Assistant at Electricity Disturbution Company
Duties: 
· Translating all the Received and send official letters at the company from Arabic to    English and       from English to Arabic.
· Arrange travel schedule and reservation requirements.
· Answer and direct phone calls

· Organize and schedule meetings and appointments

· Maintain contact lists

· Produce and distribute correspondence memos, letters, faxes and forms

· Assist in the preparation of regularly scheduled reports

· Develop and maintain a filing system

· Order office supplies

· Submit and reconcile expense reports

· Provide general support to visitors
· Organizing events including press conferences, exhibitions, open days and press tours
                                                                                          
   ●  04 th Jan 2005 till 31th May2006                                                                                    Doha, QATAR                                         

   ▪  Translator with Qatar International Trading (QIT) 

          Camp Al Sayliyah American Base. 

   ▪ Translating files from Arabic and French to English.

   ▪ I was classified as category one linguist.

   ▪ Translation included typed and or hand written material from Arabic 

        Language to English, plus spoken – typed conversation.                                     

         ●   01 Dec 2002 – 15th Oct 2004                                                                   JORDAN
   ▪ Airport Representative at Hadeel Tourist Company                                               
Responsibilities:

    ▪  Receive all the tourist groups from the airport.

    ▪  Process the groups and arrange their tours.

    ▪ Take care of them as their guide.
        ● 19th May 2000 -  30th Oct-2002                                                                   JORDAN
    ▪ Receptionist at Petra Panorama Hotel. ( process the groups to make sure that each 

        and every one of them check in property and doing all kind of Front desk
        services.  
· 15 – 25 June 2014                                                                       Qatar

   Participation in the 38th session of the World Heritage Committee as Receptionist  held in Doha , State of Qatar 
· Febuaray 2014

  I was working as invigilator in the British Counseil as part time every Saturday .


	Qualification


	· 
	· 1995 until 1999 enrolled in the University of Yarmouk in Irbid - JORDAN.


· Graduated in 1999with Bachelors of Modern languages with thesis in French language and diploma in Russian language. 
· Training course in Fidelio system in Amman Marriott ( this system for 5 stars hotels in the world).
· Training course considerable knowledge of Microsoft Office programmed, Outlook and very good in using and surfing the internet.
· Ability to immediately translate between  Arabic, English, French and Russian
· High school graduate from Jordan 1995.


	language skills                                    

Arabic        English              French    (EXCELLENT)

computer SKILLS 

	
	· MS Officer
· Organized,Place things in working order
· Communication, Research, and Writing skills. 
· International mindset. ...

· Creativity
· Typing in English and Arabic ( 80 WPM)

	iNTERESTS

     Swimming, reading, traveling, and surfing the internet
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