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Name:

Ahmed Elgilany Abdul Mageed Ahmed
Nationality:

Egyptian

Mobile No.

00201277294647
Email address:
traduttoreahmedelgilany@gmail.com

Date of birth:
16th day of February, 1978.

Marital status:
Married.

Education Record

· Bachelor in Languages- May 2001.

· Specialization (Italian-English & Arabic).
· Faculty of Al-Alsun- Ain Shams University, Cairo, Egypt.
· General grade: Good.

· Diploma in Data Entry and Typing (Arabic- English) – High Studies Institute – Excellent – 2004.

· Training course in Effective Communication Skills in Work Environment – from Hail Chamber of Commerce & Industry – Kingdom of Saudi Arabia -  Excellent – 2014.

· Training course in Media Writing Techniques – Hail Chamber of Commerce and Industry – Kingdom of Saudi Arabia - Excellent – 2015.
· Training Course in Legal Translation – Center of Languages & Professional Translation- Cairo University – Excellent – 2017. 

Professional Expertise

1- Certified Translator & Proofreader 3 / 2015 up-to-date. 
· Technical translation (devices-machines- catalogs of tools, equipments and systems). 

· Legal translation: All kinds of contracts and agreements, memos-cases-certificates (birth, death, marriage, graduation, salary)- official documents.
· Psychological, Sociological and Educational Curricula.
· Literature translation (stories-novels-diverse articles).

· Scientific translation (inventions- patents- Forestry- Agriculture, Environment- scientific researches).
· Mathematics, physics, pharmacology and medical.

· Oil, gas and petroleum.
· Islamic and religious translation.

· General translation.
· Games translation.
· Media translation (conferences- interviews).
· IT & Computer Sciences.

· Simultaneous and Consecutive interpretation. 

· Subtitling, Transcription and voice-over.

2- Certified Translator (English-Italian-Arabic & Vice Versa), Proofreader & Secretary of Board of Directors – Hail Chamber of Commerce & Industry – Kingdom of Saudi Arabia  (2014 – 3/2015).
· Translate all documents and certificates of subscription to the chamber, and the letters sent to the embassies and consulates.

· Type all letters and inter-memos among directorates and departments, to be sent to the Emirate, General Secretariat, Police Stations, …. etc.
· Reserve travel tickets for members of the board of directors and for my colleagues. 

· Receive the documents and archive them in the coming mail.

· Prepare all Arabic and English correspondences, keep all meetings minutes and correspondences according to its categories and priorities. 

· Plan and organize all the activities of the manager, including listening to all directions, complying with them according to the manager' requirements, scheduling of appointments and meetings, receiving the visitors and coming calls, re-transforming them to the office of His Excellency Chairman of Board of Directors and take all necessary actions against every call.

3- Document Controller  & Consecutive and Simultaneous Interpreter : (United Gulf Construction Co. 2010-2014) 

· Receive documents and dispatch after action.

· File As built and Shop Drawings.

· Maintain Office Files.

· Produce Drawing Log and update on a bi-weekly basis.
· Translation of documents, the companies' outstanding certificates at Chamber and letters directed to embassies.
·   Typing of domestic letters and memos between departments and letters issued to Emirate, Police Stations, … etc.

·   Reservations of tickets for members of the Board and my colleges.

·   Receiving documents, archiving them and following up the coming letters.

·    Preparing of all correspondences in Arabic or English and keeping all meetings minutes and correspondences as per it kind and priority.

·    Plan and organize all activities of Chairman's office, including hearing of all special orders, executing them according to the chairman requirements, tabling of all appointments and meetings, receiving visitors and coming calls, transferring them to the chairman's office and taking the necessary actions regarding all phone calls.
4-  (Savings & Credit Bank- 2008-2010)- Administrative Assistant and Translator
· Plan and organize all activities of Director's office including attending to particular assignments and executing special assignments as may be required by the Director, scheduling appointments and meetings, receiving visitors, receiving and screening incoming calls to Director's office & taking the necessary action regarding each call.

· Handle all incoming and outgoing mails, correspondence (in both Arabic and English languages) and other means of communications between the office and third parties (e-mails, telephone, fax, etc.)

· Archive all confidential documents pertaining to the company.

· Follow instructions of the Director regarding directing mail to other staff members and following up their action.
· Prepare all correspondence in Arabic and / or English and keep records of the correspondence in accordance with their categories and priorities.

· Archive all documents using available computer software for easy access and retrieval.

· Proof read contractual, legal and other documents to ensure compatibility of translation from one language to another and suggesting appropriate actions.

· Format and type all correspondence and dispatch to their appropriate destination.

· Also responsible for:

· All correspondence & follow up of court cases, with the Lawyer's office. This includes keeping in touch with the office as necessary, preparing all documents related to legal cases, checking the material- legal documents- issued as drafts by the Company's Lawyer.
5- Translator- El-Taleb Center for Translation (2005- 2008).

6- Marine Equipment Co. (2004-2005).

Behavioral Competencies:

· Professional Confidence.

· Flexibility.
· Teamwork/ cooperation.

· Self Management.

· Customer/ Client Service Orientation.

· Communication to Learning.

· Written Communication.

· Verbal Communication.
Samples of the Books translated by me:
1- Ghosts, Girls, and Other Phantasms.        (From English into Arabic).The Secret Book of Old School Training   (From Italian into Arabic).       2- 

2- The Slave.      




(From Italian into Arabic).



Skills

1- Translation Skills

· Italian/ Arabic Translation.
· Arabic/ Italian Translation.
· English/ Arabic Translation.
· Arabic / English Translation.
· Italian/ English Translation.

· English/ Italian Translation.
2- Computer skills

· SDL Trados Studio 2017.

· Microsoft Office Programs (Word, Excel, Power Point, Outlook,…..).

· Internet applications.
