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Curriculum vitae
Shah







                 Email: shah.370799@2freemail.com 
Position for Translator Cum Admin 
OBJECTIVE:
To obtain a position with a strong; forward thinking, progressive company where I can fully utilize my knowledge and experience.
QUALIFICATION:
· B.A. from Faculty of Language & Translation Al- Azhar University Cairo, Egypt.2013
· Alim Honors (Equal To B. A.) from Bihar Madrasa Education Board Patna, India 2006
· Specialization in literature & preaching from JamiaHazratNizamuddinAulia,  22, Zakir Nagar New Delhi.25. 2004
PROFESSIONAL QUALIFICATION:
· Diploma in Urdu Language from Centre at GhalibAcademy,HazratNizamuddinAulia,New Delhi.2005 
· Diploma in Arabic Language from the Fajr Centre for the Arabic language, under the supervision of the Ministry of Education of the Arab Republic of Egypt. 2008
· One year Diploma in Computer Applications and Multilingual D. T. P. from the NCPUL, under the DOEACC Centre Chandigarh , India 2005
Topics Covered:
· Information Technology, (Computer Fundamental, Computer Organization, Office Automation Tools, IT Application)
· Business Systems (Business Data Processing, Principle of programming, Accounting Fundamentals, Tally)
· Web Application Development (WWW. Browsers, FTP, Telnet, HTML, FrontPage, Java Script, Adobe Photo Shop)
· Programming through Visual Basic, Regional Software (Inpage)
· Multilingual DTP (Urdu, Hindi DTP, Page Maker, Corel Draw.) 
EXPERIENCE:
· 1 year in Employment Urdu News Paper in New Delhi-25 Year 2005
· 1 year DTP at Metro DTP Centre Okhla Head, New Delhi- 25 Year 2006
· 2 years works as computer operator that covers MS- Office andBusiness Systems in Cairo Egypt.
· 2yearsasWestern UnionCustomer Service Representative in Teleperformance Cairo Egypt 2011-2014
· Admin & Translator in Rayan Saudia Cont. Co. Ltd. since December 2014 to October 2016.
Job Description
· Managing the HR department
· To prepare daily timesheet and monthly salary sheet 
· Deposit salary in bank account on monthly basis.
· Translation from Arabic to English and versa
· Using a variety of software packages, such as Microsoft Word, Outlook, PowerPoint, Excel, Access, etc., to produce correspondence and documents and maintain presentations, records, spreadsheets and database.
· Devising and maintaining OFFICE systems.
· Attending meetings, taking minutes and keeping notes;
· MANAGING and maintaining budgets, as well as invoicing;
· Liaising with colleagues and external contacts to book travel and ACCOMMODATION;
· Organizing and storing paperwork, documents and computer-based information;
· PHOTOCOPYING and printing various documents, sometimes on behalf of other colleagues
· To prepare the documents for ID and Insurance.
· Answering the phones and ordering office stationery supplies
· Greeting clients, typing and Filing.
TYPING SPEED:
· Above 70words in English, Urdu and Arabic
PARTICIPATE IN SEVERAL FUNCTIONS 
· DD NEWS in New Delhi& How to present Islam in IITP in Cairo Egypt.
LANGUAGE KNOWN:
· English Urdu, Arabic, and Hindi 
PERMANENT ADDRESS:

Name


:
Shah 

Date of birth

: 
13/09/1985
Nationality 

:
India
Marital status

:
Single
Hobbies


:
Reading Book, Travelling and watching Cricket.
I certify that all the information given above are true and correct to best of my knowledge and belief.
Date: 
Place:
Shah 
(……………)
