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              CURRICULUM  VITAE

AMANY 
Email Address
:
amany.336675@2freemail.com 

OBJECTIVE:
I believe in hand work and very confident about myself to become part of well reputed organization and show my abilities there and play my role in its progress.
INTERPERSONAL SKILLS:
· Effective Training & Presentation Skills 
· Strong Leader & Team Builders

· Ability to work under pressure

· Believe in my self

· Determined

· Hard worker

WORKING EXPERIENCE:
· Worked from 2007-2010 as a administration 
· Duties and responsibilities 
· sort and distribute incoming mail to areas and staff within the organization and dispatch outgoing mail

· write business letters, reports or office memoranda using word processing programmers

· answer telephone enquiries from customers, attend to visitors and assist other staff in the organization with their enquiries

· file papers and documents

· Undertake other duties such as banking, credit control or payroll functions.

· devising and maintaining office systems;

· attending meetings, taking minutes and keeping notes;

· managing and maintaining budgets, as well as invoicing;

· liaising with staff in other departments and with external contacts;

· ordering and maintaining stationery and equipment;

· sorting and distributing incoming post and organizing and sending outgoing post;

· Worked from 2005-2009 as travel agent 
Duties and responsibilities 
· Arranging flights, insurance and accommodation

· Using a booking system to secure holidays

· Collecting and processing payments

· Advising clients on travel arrangements, e.g. visas and passports.
· Sending out tickets to clients

· Keeping clients up to date with any changes.

· Worked from 2007-2012 Arabic English translator
Duties and responsibilities 

· Studies source text to understand the meaning and convert it into Arabic language to convey the original meaning, spirit and feeling and vice versa.
· Manages translation of business agreements, employment agreements and articles.

· Uses dictionaries and other sources to determine meanings of words and phrases and to establish their closest equivalent in the target language 
· Worked from 2001-2014 as teaching English
Duties and responsibilities 
· Developing English lesson plans in line with the National Curriculum. Work with students to improve their skills in certain subjects.

· Prepare lessons, and assign and correct homework.
· Prepare and correct tests.
· Evaluate students' progress and discuss the results with students and/or their parents.
· Identify students' individual learning needs.
· Prepare invoices and receipts for students or parents.
· Worked from 2008-2011 Especial need supervisor 
Duties and responsibilities 
· Getting the classroom ready for lessons

· Listening to children read, reading to them or telling them stories

· Helping children who need extra support to complete tasks

· Helping teachers to plan learning activities and complete records

· Supporting teachers in managing class behaviour

· Supervising group activities
· Worked from 2011-2014 as teaching German for middle school 
Duties and responsibilities 
· Teach students how to interpret foreign languages.

· Translate foreign languages into the students' natural language to help them understand.

· Provide instruction in literature and cross-cultural studies.

· Teach students how to read, write, and understand foreign languages.
         Worked from August 2015- 2016 as supervisor administrator in MARINE 

          ARBITRATION, CAR REGISTRATION, INSURANCE BROKER AND FOOD STUFF                                             
         Duties and responsibilities
· Provide administrative assistance to legal staff in a law office.

· Manage schedules, including trial dates and hearings.

· Coordinate appointments, meetings, and business travel.

· Schedule conference rooms.

· Plan, support, and implement logistics for executive level internal events.

· Coordinate meetings, teleconference,.

· Coordinate with customers, external counsel and other vendors to obtain and exchange information and documentation related to legal matters.

· Assess the urgency of situations and determine appropriate actions, monitor status of pending item, provide follow up and keep management informed by communicating a wide variety of information.

· Prepare legal correspondence and presentations.

· Maintain legal management systems.

· Conduct research for report preparation.

· Utilize case management system for electronic data management of legal files and creation of management reports.

· Ensure that all necessary information is shared between clients and attorneys on various files.

· Oversee and coordinate acquisition and maintenance of legal research and reference materials for office, including hard copy and electronic materials.

·     Assists office staff in maintaining files and databases

· Prepares reports, presentations, memorandums, proposals and correspondence

· Assigns jobs and duties to office staff as needed

· Monitors office operations

· Schedules appointments and meetings for executives and upper level staff

· Serves as the go-to for office inquiries and conflicts

· Manages staff schedules

· Tracks office supply inventory and approves supply orders
EDUCATION:
· Bachelor degree in English faculty of arts
EXTRA QUALIFICATION:
· Knowledge of Ms Dos, Ms Windows, Ms Excel, Power Point

· Internet Browsing & Email

PERSONAL DETAILS:
Date of Birth

:            26/08/1979
Religion

:
Islam
Nationality 

:
Egyptian

Marital Status

:
Single

Languages known
:
Arabic, English (Fluent) and Deutsch
Visa Status
:

I hereby certify that the above information is true and correct to the best of my knowledge and belief.
AMANY 
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