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Mahfooz Ahamd Azmi

Mob: +966- 546 485 341

E-mail: smahfoozazmi@yahoo.co.in
CC.:     smahfoozazmi@gmail.com

Riyadh, KSA.
OBJECTIVE
To obtain a challenging position in a reputed organization offering opportunity for personal growth and career development and to become a part of a highly motivated and team with a result oriented and forward looking approach.
OVERVIEW

Successfully attained approximately 4 years of extensive and solid work of experience in administrative, translation, and teaching in the most prominent and international companies in India and Kingdom of Saudi Arabia.

EXPERIENCE
	Al-Harafi & Partners Co. for Construction
KSA Since 23rd June 2010 till now.




Designation: Translator. (From & Into Arabic, English, Urdu and Hindi.)
	AnNasban Group, one of the renowned contracting companies of Riyadh,

KSA Since 24th July 2007 up to 30th March 2010.


Designation: Executive Secretary  cum Translator.
Duties & Responsibilities:
· Handle all corresponding duties including but not limited to taking notes, preparing drafts, typing memos and letters, following up on administrative issues internally, with other departments and selected external bodies.

· Setup Director’s travel arrangements.

· Setup accommodation and entertainment arrangements for department visitors. 

· Maintain Director’s calendar. 

· Prepare and maintain Director’s expense report. 

· Setup and coordinate meetings and conferences. 

· Create, transcribe, and distribute meeting agendas and minutes.

· Answer telephones and handle in appropriate manner. 

· Meet and greet clients and visitors. 

· Perform general clerical duties to include but not limited to: photocopying, faxing, mailing, and filing. 

· Maintain hard copy and electronic filing system. 

· Sign for UPS/Fed Ex/ARAMEX or any other airborne packages. 

· Check translations of technical terms and terminology to ensure that they are accurate and remain consistent throughout translation revisions. 

· Compile information about the content and context of information to be translated 

· Proofreading and editing final translated versions 

· Translate required documents from Arabic to English and vise versa 

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

· Maintain daily time sheet and attendance report of all staffs.
· Maintain back up to ensure that the administrative support continues.
· Other duties as assigned.

Recruitment In-Charge
Duties & Responsibilities:

· Dealing with various recruiting agencies in different countries such as Philippines, Indonesia, Egypt, Sudan, Vietnam, India, Pakistan, Bangladesh and Srilanka.

· Applying for new visa and following up all the process in Immigration and Labor Department for visa endorsement and Labor cards etc.
· Prepare and maintain Human resources-related employee’s files reflecting salary increments, deductions, benefits and payroll, exercising a high level of confidentiality.
· Drafting NOCs and applications in both Arabic and English languages as per the requirement.

· Writing letters and reports on behalf of the company.

· Prepare agendas or programs for meetings, organize business itineraries, travel arrangements and meetings.

· Ensure daily correspondences or appropriately directed for action in a professional standard.

· Writing/ responding to mail/ e-mails, organizing mail deliveries and business correspondence.

· Information and document processing, exercising a high level of confidentiality.

· Follow through on timely and accurate month-end closings and reporting activities

· Maintaining personnel files (employees work history, expiry of visa and passport details etc).

· Any other responsibilities management deems appropriate.
	Old Boys Organization Darul Uloom, Deoband, New Delhi, India.


· JOB PROFILE: 

· Perform a full range of secretarial duties and assist the Manager with a variety of clerical, technical and routine administrative duties.

· Translation of news from Urdu, Hindi and Arabic into English and vice versa.

· Drafting letters and typing articles and reports for newspaper.
· Responding and distributing emails.

· Receive visitors, arrange travel and schedule appointments.

· Answer telephone calls and refer it to appropriate staff member.

	TEACHING EXPERIENCE:


Previously, I taught Arabic and English languages to class XIIth students of a Delhi-based private institution. 
SKILLS:
· Excellent spoken and written English, Arabic, Urdu and Hindi Languages Excellent computer literacy (MS Office, Internet, Email, typing). 
· Experience of translation technology (e.g. Trades etc.) would be a big advantage 
· Excellent organizational skills, and be friendly, level-headed, self-motivated, independent, trustworthy, ambitious, committed and a very strong team player. 
· Honest and sincere nature and having a high sense of responsibility.

· Well organized, methodical and have good time management skills.

· Able to work well under pressure and meet the deadlines.

· A passion for languages and accuracy in translation and experience as a translator or in the translation industry always willing to learn and accept suggestion and criticism with grace.

· Optimistic and having a positive approach towards problems.

· Keen on acquiring new knowledge and skills.

· Unequally adapt of work independently and as a team member.
EDUCATIONAL QUALIFICATION:
Fazilat from Jamia Islamia Darul Uloom Deoband, Saharanpur (U.P) in 2004.

PROFESSIONAL QUALIFICATION:
BA (Pass) Political Science, History and Urdu Literature from Maulana Azad National Urdu Universityu, Hyderabad, AP.2006.
B.A. (HON) Arabic along with English Literature (subsidiary) from Jamia Millia Islamia, New Delhi, India. 
Two years diploma in English & Arabic Translation from ISAL New Delhi, India.

Diploma in Modern Arabic-English Translation with distinction in 2007 from NCPUL, New Delhi, India.
TECHNICAL QUALIFICATION:
DCA & Multilingual DTP from Tech Mass Computer Centre, Okhla, New Delhi, India.

TECHNICAL SKILLS:
MS Word, MS Excel, Outlook, Quark Xpress and Net Savvy etc. Typing speed is more than 45 words per minute in both English and Arabic.

LANGUAGES KNOWN:
English, Arabic, Urdu and Hindi (Read, Write & Speak).
HOBBIES
Reading, Writing and listening to international news.
PERMANENT ADDRESS:
Village: Bheera, Post: Waleedpur, Distt.: Mau, UP. India. Pin No. 276405
OTHER DETAILS:
Date of birth:                              16/03/1985
Father’s name:                           Maqbool Ahmad 
Gender:                                      Male

Marital status:                             Single
Religion:                                     Islam

Nationality:                                 India
PASSPORT DETAILS:
Passport No.                               H4509005                                 

Date of Issue:                             15/05/2009
Date of Expiry:                            14/05/2019
Place of Issue:                             Lucknow
DECLARATION:
I hereby declare that the information furnished above is true and correct to the best of my knowledge and belief. 

Mahfooz Ahmad Azmi
Covering Letter
Dear Sir,

I am  a highly motivated and well experienced Administrator with over 4 years experience, proactive in my approach,  a complete team member and have bilingual communication skills. Experience gained in a major Company of Saudi Arabia.  I take pleasure to enclose herewith my detailed Curriculum Vitiate for your kind perusal and consideration.

If I granted an opportunity to serve you, I assure you, that I would prove myself worthy to your selection by working efficiently and by a smart performance of the assigned duties and responsibilities to me, within a short period of time.

I am a hard working and self motivated person, seeking to develop my career in a demanding and rewarding position. I have translated a number of articles from Arabic into English and vice versa published by different sources. I hope you would find my qualification and experience satisfactory and provide me an opportunity to be a member of your team.
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