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Career Objective

I’m a highly qualified, result-oriented and skilled Manager with the extensive knowledge of Purchasing, Office Management, Translation, Marketing, Public Relations, Recruitment and Training, now looking for the suitable position in which I can utilize my experience and my knowledge.


Key Skills
· Excellent managerial skills. 

· Excellent leadership and team builder skills. 

· Self-starter, highly organized, and able to work well with attorneys at all levels in the organization.

· Polished presentation and interpersonal skills. 

· Possess top level business management and facilitation skills. 

· Excellent written and oral English and Arabic communication skills. 

· Excellent skills in Arabic-English-Arabic Translation.

· Possess excellent skills in Translation, Proofreading and Editing of various documents. 

· High level of proficiency in the use of Microsoft Office and Windows-based computer applications.

· Decision making and Problem solving skills. 
· Excellent ability to deal with confidential information.
· Negotiating, Influencing and purchasing Skills.
· Attention to detail and a tolerance for working on multiple projects simultaneously.

Career Summary

May. 2012 - Present: Marketing & Purchasing Manager 

Employer:  Global Group of Companies (Toyota)
(1- Global Cars and Spare Parts. 2- Global Engineering Cars) 

Cairo, Egypt
Industry: Automotive 
Job Role: 

· Planning, advertising, public relations, organizing events, product development, distribution, sponsorship and research

· Ensure that company policies adhered to.
· Translation (Arabic-English-Arabic). 
Responsibilities: 

Marketing Management:

· Oversee all marketing, advertising and promotional staff and activities. 
· Establish marketing strategies to meet organizational objectives. 
· Manage and coordinate all marketing, advertising and promotional staff and activities.
· Conduct market research to determine market requirements for existing and future products.
· Deliver marketing activity within agreed budget.
Purchasing Management

· Define, develop and implement Purchasing plans, policies and procedures in order to ensure the provision of goods and services that support the achievement of overall business objectives. 

· Negotiate with key suppliers on contract issues as required in order to ensure best value purchasing terms are s
· Build and maintain relationships with key suppliers in order to support the efficiency and effectiveness of the procurement process 

Translation

· Translation and Interpretation from Arabic to English and Vice Versa.

· Translation of Websites and all documents, speeches, contracts, Government documents, feasibility studies, offers, invoices, etc….

Jan. 2011 – Apr. 2012: General Manager 
Employer: Egypt Web Academy (EWA)       Cairo, Egypt
Industry: Web design and Development Education and Digital Marketing Training
Job Role: 

· Overall management of daily operations and the employees of the Academy.

Responsibilities: 

· Business Management 

· Planning Administration 

· Purchasing Management

· Marketing and PR Management

· HR & Recruitment Management 

· Project Management 

· Training Management
· Translation (Arabic-English-Arabic) of all documents, speeches, contracts, Government documents, feasibility studies, offers, invoices, etc….
No
v. 2009 – Dec. 2010: Chairman Office Manager /Purchasing Manager/ 

                                        Translator
Employer: New Car for Trading & Distribution (KIA)      Cairo, Egypt
Industry: Automotive 
Job Role: 

· Office Management, Administrative Support, Personal Assistance.

· Translation (Arabic-English-Arabic).

· Handling all Purchasing procedures & Public Relations
Responsibilities: 

Office Management
· Perform office management activities and administrative support for the executive and organize work within office to achieve highest level of internal and external customer satisfaction and coordinate the office workflow, especially in his absence.

Purchasing
· Carry our purchasing management for the office and negotiate with key suppliers on contract issues as required in order to ensure best value purchasing terms are obtained. 
· Ensure the effective implementation of plans, policies and procedures through leadership of a specialist Purchasing Department team - setting goals and objectives, managing performance, developing and motivating employees - in order to ensure the highest levels of performance are achieved. 
Translation
· Translation and Interpretation from Arabic to English and Vice Versa.

· Possess excellent skills in Translation, Proofreading and Editing of various documents.

· Excellent in Written Arabic & English & Grammar. 
· Writing, editing and translating in house speeches, articles and reports.
· Translation of all documents, speeches, contracts, Government documents, feasibility studies, offers, invoices, etc….
Earlier Career
Nov. 1997 – Oct. 2009: Chairman & MD Office Manager/ Training Officer/ 
                                        Translator
Employer: Toyota Egypt Group     Cairo, Egypt
Industry: Automotive 
Job Role: 

· Office Management, Administrative Support, Personal Assistance.

· Translation (Arabic-English-Arabic).

· Handling All purchasing procedures.

· Organizing training courses for the employees.

Jun. 1996 – Nov. 1997: Assistant HR Director/Training Coordinator/ Translator
Employer: GMC Group     Cairo, Egypt
Industry: Home Appliances Manufacturer
Job Role: 

· Assisting HR and Administration Director in all HR and Administration activities.

· Translation (Arabic-English-Arabic). Translation of all documents.
· Organizing training courses for the employees.

Jan. 1996 – June. 1996: Chairman Office Manager/Personal Assistant/Translator
Employer: Egyptian International Co. for Trading and Presentation     Cairo, Egypt
Industry: Import & Export 

Job Role: 

· Office Management, Administrative Support, Personal Assistance.

· Translation (Arabic-English-Arabic). Translation of all documents.

Sept. 1993 – Dec. 1995: Senior Translator 
Employer: Royal Commission Medical Center and Ministry of Defense  Jeddah & Yanbu, Saudi Arabia
Industry: Government (Medical)
Job Role: 

· Translation (Arabic-English-Arabic).
Responsibilities: 

· Translation and Interpretation from Arabic to English and Vice Versa.

· Possess excellent skills in Translation, Proofreading and Editing of various documents.

· Excellent in Written Arabic & English & Grammar.

· Translation of all documents, speeches, contracts, Government documents, feasibility studies, offers, invoices, etc….

Feb. 1988 – Sept. 1993: Assistant Administration Attaché/Translator
Employer: Embassy of India    Cairo, Egypt
Industry: Government 
Job Role: 

· Assist Attaché Administration in all administrative activities.

· Handle all maintenance and purchasing issues.

· Translation (Arabic-English-Arabic). Translation of all documents.

Nov. 1986 – Oct. 1986: English Teacher
Employer: Government College     Kaduna, Nigeria
Industry: Education
Job Role: 

· Teaching English Language
Responsibilities: 

Teaching English Language and Literature for the Senior Classes.


Education
Bachelor's of Arts Degree Ain Shams University, Cairo Egypt  - August 1984
Major: English Language, Literature and Translation



Training Programs and Certifications:
1. Digital Marketing Training Courses, Econsultancy Egypt Partner (Egypt Web Academy: (2011):

· Fast Track Digital Marketing

· Online Advertising 
· Social Media Marketing

· Search Engine Optimization 

2. Toyota Way for Sales and Marketing, Toyota Motor Corporation, Japan. (2007)

3. Photoshop, Toyota Egypt, Cairo, Egypt. (2006)

4. Finance for Non Finance Staff, Toyota Egypt, Cairo, Egypt. (2004)

5. Marketing for Non Marketing Staff, Toyota Egypt, Cairo, Egypt. (2004)

6. Professional Office Management Course, Toyota Egypt, Cairo, Egypt. (2000)

7. Professional Executive Secretary Course, Toyota Egypt, Cairo, Egypt. (1998)

8. Microsoft Office Applications (Word, Excel, PowerPoint, Access). (1998)



IT Skills

	Application:
	Skill Level

	Microsoft Office Applications:

Word, Excel, PowerPoint, Outlook
Access
	Expert

Intermediate

	Photoshop
	Intermediate

	PDF
	Advanced

	Internet
	Expert

	Lotus Notes
	Expert




Languages

	Language
	Skill Level

	Arabic
	Fluent (Mother Tongue)

	English
	Fluent

	French
	Basic




Personal Information

	Nationality:
	 Egyptian

	Marital Status:
	 Married

	No. of Children
	 1




References
Available upon request.
