Raghda Mamdouh

Translator
Personal Summary:
A multi-skilled, reliable & talented translator with a proven ability to translate 

written documents from a source language to a target language.  A quick learner who 

can absorb new ideas & can communicate clearly & effectively with people from all 

social & professional backgrounds. Well mannered, & fully aware of 

diversity & multicultural issues. Flexible in remaining aware of professional roles & boundaries.

Would like to work as a translator for a successful and ambitious company that 

offers great opportunities for career development and progression.

Work Experience: 
Freelancer    April 2012- till present

Projects:

 Join a translation team to perform a magazine to an organization in Dubai called DEWA (Magazine is about its developments in the field of Renewable sources).
Freelancer in Bayan Company for translations and localization.

Intending to work as a volunteer in Life Makers Charity Organization , Translation Works 

Senior Admin. Assist.      2011 August- 15 Feb, 2012, Comfort Continental for Bedding& Linen, Cairo, Egypt.

Responsibilities: 

· Perform general office work, including but not limited to correspondence, copying, faxing, and mailing.

· Filling and updating department manual

· Setting the promotion plan and all its preparation with the marketing team, participating in the advertising campaigns as a representative for the company.

· Following up all  issues of the direct sales with the other departments (Purchasing orders, financial requests, branches` sales revenue), and reporting to the GM

· Responsible of the sales team ( any HR related issues- travel arrangements- flight tickets and any reservation needed)

CEO Assistant    2010 December- 15 July, 2011 Wasla Contact Center Cairo, Egypt.

 Responsibilities:
· Manage and maintain the CEO diary and email account.

· Filter emails, highlight urgent correspondence and print attachments.

· Conduct weekly diary meetings with the CEO to discuss upcoming engagements, invitations and other requests.

· Coordinate travel and accommodation requirements in connection with others and ensure arrangements in place for the CEO match his requirements.

· Filter general information, queries, phone calls and invitations to the CEO by redirecting or taking forward such contact as appropriate.

· Prepare correspondence on behalf of the CEO, including the drafting of general replies.
· Minute general meetings as required and complete research on behalf of the CEO.

· Ensure guests meeting with the CEO are well taken care of.

Call center Representative, Vodafone account outsourcing   August 2009-2010, Wasla Contact Center, Cairo
Responsibilities:
· Supply the customers’ needs and wants 

· Assure the customers` complains and make sure they become totally satisfied.

· Identify, research, and resolve customer issues using the computer system. 

· Research billing issues.

· As being promoted and joined our Sales Team
· Sell product and place customer orders in computer system. 

· Provide customers with product and service information. 

Academic Qualifications:
 Faculty of Alsun, English DEPT.
Ain-Shams University: 2005-2009

Grade:  Good.
Experimental Governmental School: 2002-2005
 Key skills and Competencies:
· Familiar with translation software tools.

· Extensive knowledge of Microsoft office. 

· Windows (XP, windows 7 &Desktop software).
· Being motivated and able to work on my own initiative.

· Able to prioritize tasks whilst under pressure and meeting tight deadlines.

· Being organized.

· Well communicated and powerful public speaker.
· Able to work to tight deadlines. 

Certificates:
· Foundation translation ,AUC

· Currently studied; Career certificate of Media translation studies, AUC

· Certification of attending Localization Workshop, AUC

Courses:
· Diploma of Media translation studies, AUC
· Edu Egypt for soft and data skills training program which covers different topics as:

Business process outsourcing industry:
   Customer service.

   Communication skills.

   Presentation skills.

   Back office qualifications.

· Icdl

Workshops attended:

· Localization, AUC in cooperation with Bayan translation services, Company. 

· Cat tools (Trados and Wordfast), AUC in cooperation with Bayan translation services, Company.
· Make a choice

· Marketing& advertising.

· Career planning.

· Public speaking.

· Leadership skills, Institute: GCM (Global Consultancy& managerial development Institute).

Projects & achievements:

· Do an academic research on linguistics and speech act theory and applied to the gender differences during the different ages.

Grade: Good
References – Available on request
