Soha 
Soha.359988@2freemail.com
Personal Data: 

Nationality: Egyptian





Date of Birth: Dec. 21, 1983

Marital Status: Married

Visa Status: Family sponsored

Objective: 

--Administration. 

-Seeking a position whereby my technical and personal skills can be applied and developed.
Education:

2000-2004  Ain Shams University, Cairo, Egypt

Faculty of Languages “Alsun” 

· B.A. degree in Spanish Language with grade of “Very Good” 
· Studied German as a second foreign language.
· Studied Arabic as a native language.
· Graduation project: translating novel in Spanish literature of “Javier Marias” with grade of “Excellent”
2001-2004
Instituto Cervantes, Centro Cultural Español, Cairo, Egypt

· Successfully completed all levels with grade of excellent “Sobresaliente” 

1997-2000
Sohag Secondary School, Sohag, Egypt
· High School Diploma in Arts with Grade of 94%.

· Studied English & French languages as foreign languages.

Professional Experiences & Other Qualifications:
2013-2016               Embassy of El Salvador in Doha, Qatar

                                Administrative Assistant

2008-2011               
· Perform general functions of secretarial character.
· Translate from Arabic to Spanish or English and vice versa any correspondence or important document that is required.

· Act as interpreter for the Diplomatic Officials in the meetings from Arabic language to Spanish language and vice versa.

· Attend directly to the Head of Mission; carry his agenda, appointments, and meetings.
· Meet the visitors that require information about the political, diplomatic, or consular area.

· Care and support to users of consular services and to the Ambassador in the exercise of their functions consulates. 
· Prepare the monthly financial report.

06/2007-11/2007
Egyptian American Center of Alexandria, Egypt

· Taught Spanish classes to Arabic speaking professionals and students.
10/2005-06/2007
EAAC Group for Training & Consultancy, Alexandria, Egypt
· Taught Spanish language to Egyptians and Arabic language to Spanish speakers.

2005-2007

Free Lance Translator, Alexandria, Egypt

· Translated all the types of documents from Arabic to Spanish and vice versa.
Divers:

7/06-11/06 

Berlitz institute of Alexandria, Egypt
· Basic Business Skills Acquisition (BBSA) Scholarship, sponsored by the Future Generation Foundation (FGF)

· Completed English language courses till final level (8)

· Completed Computer courses in windows 98, XP, MS-Office, MS-Project, MS-Outlook and Navigating the Internet

· Developed language and computer skills, enhanced presentation and project development skills and acquired basic business skills.

Languages:

· Arabic: Excellent read,  written and spoken 
· Spanish: Excellent read,  written and spoken 

· English:  Very good read, written and spoken

· German: Fair read, written and spoken

Interests:

· Reading, listening music specially tango, cooking, walking on the sea shore.
