
Personal Information:

Name:




Mariam Moawad 
Place of Birth: 



Zamalek, Cairo 

Nationality: 



Egyptian
Personal Mob. 



01141287742 - 01287471391
Home Mob. 



01004545058
E-mail: 


 
translator.mariam@gmail.com 
Marital Status: 


Single 
Education & training: 
· High School:

 

Saint Joseph language school – Zamalek 

· Faculty :  



Faculty of Languages (Al-Alsun) 
· University :  



Ain Shams 

· Grade:



Good 

· Year of Graduation: 


2000
· Training: 
      


Italian Embassy - Translation Department.

Languages:
· Mother Tongue


: Arabic 
· English              


: Excellent + TOEFEL (Score: 563 )

· Italian                         

: Excellent 

· French               


: Very Good + 8 courses at the French cultural center.
Computer Knowledge:    
Very Good Knowledge of:

Word and speed typing, Excel, Internet, Power point, Photoshop, and ICDL Certificate 
Working Experiences:
From May 2010 till present: 

Translator for Italian/English/Arabic languages with COSPE (International Organization). 
From March - May 2010: 

Job Description: 

Temporary Secretary for the Administration Section 

Employer:


Embassy of the European Union to Egypt 

Duties and Responsibilities: 

Performing some secretarial tasks as follows: 
1. Organizing, handling and updating the Embassy's database for all sections.  

2. Answering phones 

3. Sending faxes, letters and e-mails especially the invitations for the 9th of May (Europe Day) Event. 

4. Performing any other tasks as assigned. 
From February 2008 January 2010: 

Job Description: 
Office Manager and Translator & Interpreter from English, Italian into Arabic and vice versa.   

Employer: 
Italian Cooperation – International Organization for the Development of Emerging Countries (COSPE – Egypt). 

Duties and Responsibilities:
1. Official Language for the Organization is English. 

2. Translate the Organization required letters & reports in English and Italian into Arabic and vice versa and providing interpretation service if needed. 
3. Providing translation and interpretation services during meetings, conference, workshops and social events mainly from English to Arabic and vice versa especially in the field of Sustainable development, Environment, Chemistry, Legal contracts, Accounting and Medical terminologies for the organization's projects. 

4. Assist in the completion of all the vouchers and invoices verifying that all are stamped and keep the needed copies for the use. 

5. Drafting correspondences in both English and Arabic. 

6. Drafting Minutes of meetings, reports and memos in English language.
7. Take and transcribe dictation on a variety of subject matters, and ensure that spelling, punctuation and format are correct. Type correspondence, documents and reports, some of which are highly confidential, including statistical tables, and ensure correct spelling, grammar and punctuation
8. Send e-mails regularly regarding the staff updates about missions, leaves, events in COSPE environment inserting this on due time on COSPE Groupware. 

9. Handle the Petty-cash for the daily office expenses. 
10. Receive, screen, log and route correspondence attaching the necessary background information and maintaining a follow-up system for action and deadlines. 
11. Send faxes, email, pouch and express mail within the region and to headquarters in Florence, Italy.

12. Participating in the strategic plan workshops of COSPE. 

13. Provide and distribute the stationary and other office supplies among the staff, keeping an updated monthly stationary worksheet at all times. 
14. Maintain an efficient and updated filing system for the incoming and the outgoing correspondence then dividing them by project. 

15. Keep updated the data-base of the Organizations' projects for partners, key person, and dealer's number and mails and addresses.

16. Maintain the reception area, and share with office messenger responsibility to keep office equipments in order. 

17.  Responsible for implementing the procurement of stationary and other office supplies to reimburse the consumption of stationary inventory.

18. Assist logistic officer in procurement process by collecting the requests from dealers, summarizing and analyzing them, and preparing the required forms and reports. 

19. Confirm hotels and tickets reservation for the staff and visitors dealing with the travel agencies and hotels. 
20. Follow-up the daily course of the office driver(s) and messenger during working hours.

21. Maintain the car pool (log books, insurances, petrol coupons, maintenance and license renewal … etc.) and establish work shifts between drivers, messengers and reporting their overtime working hours to the financial department. 
22. Maintain the staff casual, sick, annual, and C.D.O leaves to ensure proper coverage of office requirement then providing the leaves monthly report to the management.

23. Supervise the office machines and equipments procurement and maintenance. 

24. Dealing with other colleagues from COSPE projects giving them the due information on time. 

25. Perform any other duties as assigned.
From June 2007 until 31st December 2007: 
Job Description: 
Administrative Clerk (Temporary Contract) in the Admin. & Procurement Dept. 

Employer: 
FAO (Food and Agriculture Organization of the United Nations) – Regional Office for the Near East.

Duties and Responsibilities:
Under the direct supervision of the Regional Finance and Administration Officer I am performing a variety of Administrative and general maintenance duties in support of the office. More specifically:
· Coordinate the receipt, transfer and disposal of equipment, furniture and machinery in line with established procedures;
· Ensure the proper maintenance of the Regional Office premises, machines, computers, fire fighting equipment, conference rooms... etc. Supervise the maintenance contractors to ensure that properties are maintained in the appropriate way, including cleaning and security staff maintaining a Log book for each.
· Supervise the maintenance and operations of the car pool (maintaining log books, insurances, petrol coupons, etc.) and establish work shifts of drivers, messengers and other staff to ensure proper coverage of office requirement, maintenance of leave records, etc.
· Participate in the handling the procurement of office supplies, equipment and printing services issuing the P.O. and preparing for the receipt of goods.

· Responsible for the office equipment maintenance maintaining a maintenance schedule for every equipment.
· Ensure that a proper standard of cleanliness is maintained. This includes supervising the activities of the outsourced cleaning service, cleanliness of the Cafeteria, and water tanks and filters.
· Ensure that the electrical and water supply is available at all times including the supervision of the outsourced service for the electrical generator maintenance and supervise the electrician’s activities.
· Handle the administrative support arrangements for meetings, workshops, seminars and visitors by coordinating transportation, hotel accommodations, conference room reservations, equipment rental, catering services, cost estimates, etc. as required.
· Draft minutes, reports, and memos in English UN language. 
· Handle all the Furniture count of the FAO building and the inventory reports. 
· Perform any other related duties as required.
From June 2005 until 31st May 2007
Job Description: 
Multilingual Secretary & translator from English into Italian and Arabic & vice versa.

Employer: 
United Nations Development Programme (UNDP) & the Italian Embassy, Cairo.

Cooperation project  
ISSEMM (the Institutional Support to the Supreme Council of Antiquities (SCA) for environmental management and monitoring).
Within the frame of the above mentioned project my duties were as follows:  

 ______________________________________________________________

· Assist the Project’s Co-Managers in all secretarial and administrative matters, such as issuing contracts for the technical staff, supervising the maintenance of the office equipment, furniture, and machines, participating in handling the procurement of the office supplies.

·  Participating in activities in which Italian language is needed. 

· Drafting correspondences in Italian, English and Arabic languages. 

· Screen incoming calls, mails and e-mails correspondence. 

· Manage an efficient filing system for the Program documents. 

· Assist the co-managers in the arrangements of meetings, project’s Committee arranging facilities, issuing information or invitations. 

· Attend meetings and other relevant events. 

· Prepare records such as agenda, notices and minutes of meetings. 

· Compile meeting’s minute and materials to be distributed to all members and concerned stakeholders in both English and Italian languages. 

· Support Co-Managers in preparing presentations, publications and information materials for dissemination. 

· Assist the Co-Managers in preparing all the Program’s documents needed. 

· Translate documents from Arabic to English and Italian and vice versa. 

· Arrange detailed travel plans and itineraries; compile documents for travels related to air travels Egypt-Italy-Egypt for National experts and Italy-Egypt-Italy for International experts.

· Assisting in the furniture assets count of the office premises. 
Form August 2004 to May 2005:

Job Description: 

Executive Secretary & translator 

Employer: 
"Sudelettra – Egypt", Italian Company for Engineering   construction, Mechanical, Electro-Mechanical, Instrumentation System, and Petroleum Field. 

From June 2003 to June 2004:

Job Description:

Executive Secretary & translator. 

Employer: 
"WTEC" Italian Company for "Water Treatment, desalination and Potabilization.

From June 2002 to May 2003:

Job Description:  
Executive Secretary & Translator from Italian and French to Arabic and vice versa. 

Employer: 
"KING S.E.D.Co." -  Localizer Company for translating   computer programs and web sites, in different languages.
From September 2001 to May 2002 : 

Job Description: 
Freelancer Translator & Teacher of English, Italian and French.

Employer: 


 Various Centers for translation and teaching languages: 

· "Sami" center for translation in El Giza.

· "Green light" center for translation in El Dokki.

· "EL Zeiny" center for translation.

· "Diamond" office for translation. 
From June 2000 to August 2001: 

Job Description: 

Secretary  & Translator of Italian Language. 
Employer: 
Dr. Samir Morcos Office , certified translator from the Italian Consulate.  
Hobbies:
· Reading the English and Italian Literature, especially for Charles Dickens and Dacia Maraini, listening to the oriental and occidental classic music.

· Learning different languages.

· Navigating the Internet. 

· Following the recent computer’s programs. 
References: 

· Dr. El Mohamady Eid:  
· The First Chairman of the Egyptian Environment Agency (EEAA) & Shoura Council Member.

· Mob. 012-7457492
· Mrs. Samia Guirguis: 
· Former Assistant of the Resident Representative of UNDP, Cairo & Shoura Council Member.  

· Mob. 0103536062

· Mr. Hanna Sheety : 

Regional Finance and Admin. Officer for the Regional Office for the near East ( RNE) – FAO ( Food and Agriculture Organization for the United Nations). 

Tel. 3316000 ext. 2715 
· Mrs. Souad Lesina: 

Former Head of Management Service Unit ( MSU) – FAO – Cairo ( currently in FAO Hungary): 

E-mail : souad.lesina@fao.org [image: image1.png]
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