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Aziz
Aziz.277279@2freemail.com 
Birth Date: Jan. 01, 1988
Birth Place: Damascus, Syria

Nationality: Syrian

Status: Single

Visa Status: employment visa free zone , validity 2017 
QUALIFICATION:

English Literature (Translation) - University of Damascus, Syria
Language Proficiency:

Arabic : Mother Tongue

English: Excellent

French: Good

German: Good
Reference
Available As per request



CAREER OBJECTIVE

To obtain a challenging career opportunity where can I utilize my skills and knowledge and expertise for my career and personal advancement 
DEMONSTRATED CORE COMPETENCIES 

(KNOWLEDGE AND SKILLS)
· Manager/Motivator
· Translator/Administrator
· Operations Management
· Relationship Management
· Marketing and Advertisement Management
· Program Planning/Coordination


· Proficient skill in MS DOS, Windows 9X, XP, and Win vista, Win 7,Win 8, Outlook Express
· Extensive knowledge in most computer programs.
WORK EXPERIENCE

Kids in Motion Pediatric Therapy Services

Dubai Healthcare City
Operations Manager

October 2016- Present

Key Responsibilities:

· responsible in conducting inspection of the premises in accordance to local requirements.
· responsible in over-all operations of the organization which includes marketing, CPQ, employee management, budgetary duties and other functional & technical responsibilities.
· responsible in all administrative duties of the clinic including implementation and review of all Policies and Procedures and local regulations.
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 German Medical Center 
Dubai Healthcare City 
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Operations Manager 

Translator/Administrator

February 2014- Sept. 2016
German Medical Center, DHCC

GMC is multispecialty Medical Center in Dubai Healthcare City offering highest level of medical care by careful selection of a Bouquet of highly qualified doctors and visiting German Consultants in different specialties.
OPERATIONS MANAGER

Improve the operational systems, processes and policies in support of organizations mission -- specifically, support better management reporting, information flow and management, business process and organizational planning. Manage and increase the effectiveness and efficiency of Support Services (HR, IT and Finance), through improvements to each function as well as coordination and communication between support and business functions.
Key Responsibilities: 
· Public relation, customer care, patient`s satisfaction survey & analysis.

· Visiting doctors program & check list coordinator & interpreter

· Patient follow up, patient’s relation, doctors assistant in out and in patients department

· English to Arabic – German to Arabic –Arabic to English – Arabic to German translation between doctors & patients or for reports. Typing official letters like attendance letter and Arabic medical report.
· Marketing and advertisement planning & management.
· Writing Medical articles for the magazines, newspapers or the website. 
· Responsible for all marketing in the clinic like brochure, printing press and website updates/ designs.

· DHCC, MOH advertisement approvals for all doctors, marketing letters.

· Advertisement schedule, faxing the schedule of every doctor to the concern person in newspapers and magazine, follow schedule of every doctors separately.

· Administration & patients files (Electronic & physical medical record ),physical filing, 

· Play a significant role in long-term planning, including an initiative geared toward operational excellence.

· Before arrival of visiting doctors, informing all his/ her patients out his/her visit by phone calls or sms txt, online inquires and its answers.

· Preparing letters, memos, emails and faxes reports correspondences and outgoing mails.

· Using the clinic’ s mobile to all emergency call out of working time according monthly schedule between the staff .Booking for operations in the hospital and follow up admission procedures. Ordering medical and non-medical equipment (consumables).
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Supervision & management of all equipment, machines and furniture in German Medical Center, DHCC
Elliot’s Legal Translation, Abu Dhabi

Legal Translator & Administrator 
March 2013 – January 2014
Key Responsibilities: 
· reading through original material and rewriting it in the target language(Scientific -technical - commercial – literary-legal and educational documents), ensuring that the meaning of the source text is retained retained 
· Using Translation Memory software - such as Wordfast, memoQ, across, SDL Trades, Transit NXT and across - to ensure consistency of translation within documents and aid efficiency;

· Using specialist dictionaries, thesauruses and reference books to find the closest equivalents for terminology and words used;

· using appropriate software for presentation and delivery;

· researching legal, technical and scientific phraseology to find the correct translation;

· liaising with clients to discuss any unclear points;

· proofreading and editing final translated versions;

· providing clients with a grammatically correct, well-expressed final version of the translated text, usually as a word-processed document;

· using the internet and email as research tools throughout the translation process;

· prioritizing work to meet deadlines;

· Providing quotations for translation services offered;

· consulting with experts in specialist areas;

· supplying subtitles for foreign films and television programs;

· retaining and developing specialist knowledge on specialist areas of translation;

· following various translation-quality standards - such as those of the Association of Translation Companies (ATC), EN 15038 and ASTM F2575-06 - to ensure legal and ethical obligations to the customer;

· Networking and making contacts.
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IPMA – Middle East Regional Office – Syria
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Administrative Assistant s
January 2012 - December 2012
Key Responsibilities: 
· Managing and maintaining executives' schedules. 
· Prepare invoices, reports, memos, letters, financial statements and other documents, using word processing, spreadsheet, database, and/or presentation software. 
· Setting up and oversee administrative policies and procedures for offices and/or organizations. 
· Supervising and training other clerical staff. 
· Reviewing operative practices and procedures in order to determine whether improvements can be made in areas such as workflow, reporting procedures, or expenditures. 
·  Interpreting administrative and operating policies and procedures for employees.Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work. 
·  Preparing agendas and making arrangements for committee, board, and other meetings. 
· Making travel arrangements for executives. 
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors. 
· Compiling, transcribing, and distributing minutes of meetings. 
·  Attending meetings in order to record minutes. 
·  Coordinating and direct office services, such as records and budget preparation, personnel, and housekeeping, in order to aid executives. 
· Meeting with individuals, special interest groups and others on behalf of executives, committees and boards of directors. 
· Reading and analyzing incoming memos, submissions, and reports in order to determine their significance and plan their distribution. 
· Opening, sorting, and distributing incoming correspondence, including faxes and email. 
·  Filing and retrieving corporate documents, records, and reports. 
·  Greeting visitors and determine whether they should be given access to specific individuals. 
· Preparing responses to correspondence containing routine inquiries. 
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Almajd International Center ​​​​​​- Syria

English Language Instructor
 January 2011 - November 2011 
Key Responsibilities: 
· Providing lectures and seminars about English pragmatics, semantics, phonetics, grammar and conversation
· Preparing modules and instructional materials  on English courses

· Facilitating trainees on various programs and seminars in English translation
Professional development:
· French Language – Level Three

Delivered by:
Al Farouk L. C. – Damascus
· German language (Level Six)

Delivered by:
Al Farouk L. C. – Damascus, 2010

· Specialized Course in Banking Science
Delivered by:
Management & Real Estate Academy - UAE, 2012

· Certification in Human Resource Management 

Delivered by:
International Professional Managers Association, UK, 2012
· Certification in Strategic Human Resource & Marketing Management, 2012
Delivered by:
International Professional Managers Association, UK, 2013
· Professional Diploma in Human Resource Management

Delivered By:
International Professional Managers Association, UK, 2013
· Certification in Business Communication

Delivered By:
International Professional Managers Association, UK, 2013
· Certification in Quality Improve, Patient Safety & Risk Management
          Delivered By: Center of Healthcare planning & Quality, UAE, Dhcc 2014 
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