



Rana Khateeb
Translator- Writer- Teacher 
----------------------------------------------------------------​​​​​​​​​-----------------------------------------
	Personal information:
Identity: Arabic, Syrian, Muslim female.
Address :  Syria – Aleppo- New Aleppo- AlMouhandeseen Area.
              E-mail: freelancebiz2c@gmail.com  
              Mobile:  00963 941 360957 
Linkedin:  http://www.linkedin.com/profile/view?id=227363768&trk=nav_responsive_tab_profile  
Summary        

The fields of my job responsibilities
Translation   

:

A freelancer  ( written translation ) 
Correspondence

:

All commercial negotiation works and correspondence: import- Export – agency .

 Banking documentation

 Shipping documents & LC  preparation 
Executive secretary 

:

All Executive secretaries tasks and responsibilities 

ISO procedures supervision

:

ISO Management Representative & Audit

Teaching 
Writing
Others : 
:

A free English teacher   
I can write In the social and political affairs as well literal texts, in addition to this, I can do some researches in the administrative, educational, and marketing fields.

I can help people in applying for visas and help students to apply for academic studies and programs in the foreign universities. 
   


	
	Education :
Major :

B.A. in English Literature from Aleppo University. Year of 2000

	
	Minor:
-    A certificate of Legal Translation skills  from the Egyptians Translators 
& Linguists' Association ETLA in Cairo- Egypt. Year of 2011.
- A certificate of General Translation Diploma  from the Egyptians Translators
 & Linguists' Association ETLA in Cairo- Egypt. Year of 2011.
Training Courses:
- A certificate of Preventative Maintenance from MTC , Aleppo. Year of 2007 
- A certificate of International Standard for New Secretary from Arab Quality Makers- Damascus. Year of 2007
- A certificate of E-Commerce from Aleppo Chamber of Commerce. Year of 2007

- A Certificate  of ISO  ( quality  management  system and Internal Audit) 
Year of 2005 

-  A Certificate of report writing Skills from Training center of Commerce 
and Industry Chambers. Year of 2004

 - A Certificate of Customer Care Skills from Training center of Commerce 
and Industry Chambers . Year of 2004
- A certificate of conversation course from British council.   

 Year of 2001.
Computer skills: 
Word, excel, and power point.

 Outlook and internet.


	FROM   -     TO
	Work experience:
Business scope:

I have worked for more than 10 years in commercial sector of multi responsibilities as follows:

As major work of full shift time (8 hours) :



	5/2013- 10/6/2014
1/7/2007  - 31/5/2008

11/2006-   6/2007

23/4/2005- 8/2006
	Bibtex Co. for Textile – Egypt 
As a translator, commercial correspondent and supervisor in export division.. (9 hours) . 
Al Tahhan for Pesticides & Fertilizers 

As a translator and commercial correspondent . full shift ( 7 hours)
Almaamoun Co. for Mattresses & Bed Linen 
 Responsible for commercial correspondent and Personnel Affairs. Full shift ( 9) 

Houloubi Group Co. 

Multi responsibilities : a translator, an executive secretary a correspondent , and 
a quality management representative. .  full shift  ( 8 hours) 


	8/7/2003 till 3/1/2004 :
	Al Shark Glass Co.

As an executive secretary for import division and management, (office director of G. Manager), responsible for all manager's responsibilities, import procedures and their following up, correspondence, typing, and translation.  full shift  ( 8 hours)



	1/7/2000- 30/4/2002
	 Badinjki’s two  Companies

	
	As an administrative secretary in Badinjki & Kurdi Board Co. , responsible for the secretarial works including typing, filing, Personnel ‘s affairs, correspondence, and tabulating with data.   
 full shift. (8 hours) 

As an executive secretary in Arab Company for Paper products in the import division, responsible for Arabic and English correspondences, translation, filing, and follow up the works of this division during my manager’s absence .      full shift (8 hours)


	    
	As minor work of partial  shift time (2-3 hours) :



	14/1/2004- till now   
	Nachef Group Co.

As a commercial  correspondent ,responsible for opening L/C and commercial correspondences. Partial shift. ( 2 hours)



	1/3/2002- 30/11/2002:   
	Jundieh Co.  Prosonic
As a commercial  correspondent dealing with documentary credits and responsible for English correspondence.   partial shift (2 hours).



	1/1/2001 to 15/6/2002:
	kawatmi Chemicals Co.

As a commercial commercial correspondent, responsible for commercial  English correspondences and translation.  partial shift ( 2hours).
Translation  scope:

  

	
	In addition to my above- mentioned responsibilities, I practice my main job  as a free translator from 2000 till now .
The fields of translation: :
 General, educational, economic, political, media, medical, healthcare, marketing, tourism,  commercial,  industrial, manufacturing, social, financial, environmental,  scientific researches, advertised materials, and commercial  contracts,
The main institutions  that I am working with them online:

- Media group Company in Egypt. Stopped.
- An Academy for Scientific Research‎‏ in Kuwait. Still 
- Idiom Express company located  in USA  Still 
- Oxford for searches and translation in Kuwait Stopped
- Saleh Ben Baz Office in Arabia Saudi.  Stopped
‏In addition to this, I can do commercial correspondence, writing articles in the social and political issues, and do some researches in management, marketing and education for university students.


	Languages:
Membership
	Major:  Arabic , English, 

Minor : French , Turkish 

I am a Member at Syrian Scientific Society for Quality

 

	Hobbies & interests:
	Learning languages, reading, keeping up-to-date with latest knowledge and technological news, and always looking for improving and developing myself in business field. In addition to my hoppy in writing poetry and political and intellectual articles, 


	Others 

	I have made –an English –Arabic glossary of Arab Spring terms.
http://www.mediafire.com/view/?7cbwzqtg2hou2fd


	
	Best regards,
Rana Khateeb

	
	

	
	



