Maha BAROUD



Tanmia Project, Bloc C, 4th Floor, Madares Neighbourhood, Bchamoun – Qaza Aley, Mount-Lebanon, Lebanon 
(
: + 961   3 09 11 21

  + 961 71 28 25 39

Fax 
: + 961   5 811 775
(
:maha.baroud@gmail.com
 maha.baroud@yahoo.com 

 
 maha.baroudfayed@gmail.com
Website   mahabaroud.language123.com 
Nationality: Lebanese
Birth date: 27/11/1984
Marital Status: Married

No children
Education
2006-2007
Masters of Translation, Saint Joseph University (Université Saint Joseph), Damascus Street, Beirut – Lebanon. Masters degree obtained in July 2007.

2005-2006
Teaching Diploma of Modern Languages - Translation (Licence d'Enseignement de Langues Vivantes – Option Traduction), Saint Joseph University, Damascus Street, Beirut – Lebanon. Diploma obtained in October 2006.

2002-2005
Bachelor of Modern Languages - Translation (Licence en Langues vivantes – mention Traduction), Saint Joseph University, Damascus Street, Beirut – Lebanon. Bachelor’s degree obtained in July 2005.

2001-2002

Lebanese Baccalaureate, Mount Lebanon – Lebanon
Professional Experience 
Aug.2008-present: Administration and Translation Officer for the German Agency for Technical Cooperation (GTZ) – in the project entitled “Technical Assistance to the Water Sector Reform – Rehabilitation of Water Supply and Wastewater Systems in Lebanon”, c/o Beirut and Mount Lebanon Water Establishment, Baabda branch – Brazilia / Lebanon 

· Translates all needed documents and/or during meetings from and to the three commonly used languages: Arabic, English and French

· Plans, Organizes , Manages and Executes Workshops when requested

· Makes travel and living Accommodation planning and reservation for Visitors and/or Project team locally and abroad

· Maintains, carries out, and is responsible for local procurement (negotiates costs, orders stationary, inspects delivery etc.), including quotation procedures, according to GTZ guidelines. 

· Groups and Files Invoices and Proof of payments and follow suppliers’ dues until closure and according to GTZ policies and procedures

· Keeps travel and maintenance records for company cars

· Applies for and follows up vehicle accident insurance claims from both local and German insurance companies

· Manages Petty Cash: disbursements, cash count, records and invoices

· Assists the Team in PR works and/or prepares data for monitoring tasks

· Maintains and updates the project filing system for incoming and outgoing letters, faxes, e-mails on a daily basis

· Organizes and takes responsibility for the delivery and collection of documents/parcels from and to post office, government bodies, embassies, etc.

· Supervises the management of the stationery and other materials in the office

· Assists in and/or carries out other office activities and other tasks as assigned.

· Undertakes further job training related to his/her position and duties. Specific training needs shall be identified and appropriate programmes selected jointly with the project’s Principal Advisor
Jun 2007-present: Freelance translator for COGIC – Consultants, Badaro Street, 115 Building Hajj, PO Box 166274, Beirut - Lebanon
· Translating reports and documents related to the Project entitled "Mise en Place des Outils Techniques de Gestion d'Eau - (MOTGE) – Implementation of Technical Tools in Water Management" financed by the European Commission in Lebanon
Nov. 2006-present: Freelance translator for the Council for Development and Reconstruction (CDR), Downtown, Beirut – Lebanon
· Translating the CDR Board of Directors' decisions
· Translating documents for the Finances Administration at the CDR:
· Project for Establishing Tebnine Official High School (all cycles) - Bent Jbeil 
· Dispositions Techniques et Administratives (DTA – Technical and Administrative Provisions – RECONSTRUCTION ASSISTANCE FACILITY "Soutien à la relance économique et à la reconstruction du Liban") - Project n°018-303 - Décision MED/2006/018-303
· TECHNICAL AND ADMINISTRATIVE PROVISIONS - RECONSTRUCTION ASSISTANCE FACILITY - Project number: MED/2006/018-456 (Financing agreement – Annexes)

· Record of discussion between the Embassy of the Republic of Korea and The Council for Development and Reconstruction, the Republic of Lebanon the School Construction in Lebanon
· Trust Fund for Lebanon – Project Agreement and Grant Agreement (Emergency Power Sector Reform Capacity Reinforcement Project) between International Development Association (acting as administrator of the Trust Fund for Lebanon) and the CDR (TFL Grant Number TF058084-LE)   
· Trust Fund for Lebanon – Project Agreement and Grant Agreement (West Beka'a Emergency Water Supply Project) between Lebanese Republic International Development Association (acting as administrator of the Trust Fund for Lebanon, established pursuant to Resolution No. 580 of the Board of Governors (TFL Grant Number TF058085-LE)
Apr. 2009: Translating an environment-related document (from Arabic to English) for the “Project Management Unit (PMU) - South Lebanon Wastewater Project” – Council for Development and Reconstruction (CDR) – Room 1244 (Tel: 01-981120)
Jan. 2009: Translating the LCECP newsletter entitled "Saving Energy", (Lebanese Center for Energy Conservation Project – UNDP Project No. 00013385), Ministry of Energy and Water, Corniche du fleuve, 1st floor, room # 303, Beirut – Lebanon
Jan. 2009: Translating a document for the LWPP-DAI, USAID (US Agency for International Development) – Ministry of Energy and Water, Corniche du Fleuve, Beirut – Lebanon

· Translating the document entitled "South Lebanon Water Establishment – Procedures Manual for Updating the five-Year Business Plan" from English to Arabic.
May 2008: Translating the LCECP newsletter entitled "Saving Energy", (Lebanese Center for Energy Conservation Project – UNDP Project No. 00013385), Ministry of Energy and Water, Corniche du fleuve, 1st floor, room # 303, Beirut - Lebanon
Nov. 2007-Feb. 2008: Head of the Translation Department at “Opinions” – Economic Researches and Services, Sami Al-Solh Street, Badaro, Beirut – Lebanon (email: opinions@terra.net.lb ) 

Jan.-Jun. 2007: Teaching English as a first language (Grade 7) at Al-Emir Shakib Erslan Official School, Verdun, Beirut – Lebanon
Nov. 2006: Translating a second document for the Lebanese Center for Energy Conservation Project – UNDP Project No. 00013385, UNDP-Ministry of Energy and Water, Corniche du Fleuve, 1st Floor, room # 303, Beirut -Lebanon  

Oct. 2006-Jun. 2007: Teaching English as a second language at the Career Development Center (CDC), and as a first language at the Computer and Management College (CMC), Beirut - Lebanon  

Sep.-Dec. 2006: Freelance translator for "EZTRANSLATION", Translation Office, Ghazir, Jounieh - Lebanon
Aug. 2006: Translating a document about terrorist groups (41 pages)
Feb.-Mar. 2006: Translating weekly international strategic news for the CERGES (Centre d’Etudes ET de Recherches Stratégiques, site: www.cerges.net ), USJ-FLSH, Damascus Street, Beirut – Lebanon

Feb. 2006: Translating the synthesis presented by the company SAFEGE to the MEW at the end of its work, and related to WE premises and services development in Lebanon (French-Arabic)
2005: Translating some contracts, Ministry of Energy and Water, Corniche du Fleuve, Beirut - Lebanon 

· Translating the agreement entitled "Exclusive Seismic Survey and Reprocessing Agreement between Government of Lebanon represented by Ministry of Energy and Water (MEW) and PGS Geophysical AS", in addition to the related Memorandum of Understanding (MOU) from English to Arabic
· Translating the executive summary presented by the firm ONDEO to the MEW, and related to the "Contrat de Gestion du Service de l'Eau de la Communauté Urbaine de Tripoli- Liban Nord" from French to Arabic  

· Translating the Tender document related to the purchase of Gas oil for the petroleum premises at Tripoli and Zahrani and launched by the MEW

Nov. 2005 : Translating a manual for the Investment Planning Program (IPP) Module D MSC-Water, Wastewater and Irrigation MEW entitled "Investment Planning Programme, Management Support Consultants (Module D) - Water, Wastewater and Irrigation, Investment Planning Module Manual – August 2005" , Rafik El KHOURY & Partners, Building Freij, N˚201, Achrafieh (Next to Sodeco Square), Lebanon 
Oct. 2005: Translating South Lebanon Water Establishment Regulations for the CDR, Beirut – Lebanon
· Statutes
· Financial Regulations
· Employees Regulations
· Exploitation Regulations 
· Executive Regulations
Aug. 2005: Translating the document entitled: "Lebanon-Cross-Sectoral Energy Efficiency and Removal of Barriers to ESCO Operations" for the LCECP (Lebanese Center for Energy Conservation Project – UNDP Project No. 00013385), MEW, Corniche du fleuve, 1st floor, room # 303, Beirut – Lebanon
Jul. 2005: Translating North Lebanon Water Establishment regulations for the AFD (Agence Française de Développement), French Embassy in Lebanon – Bldg. K, Espace des lettres – Damascus Street, Beirut – Lebanon
· Statutes

· Financial Regulations
· Employees Regulations
· Exploitation Regulations 

· Executive Regulations
Training
May 5th & 6th 2009: Successfully participated in the Regional Training for the Internal Control procedures organized by the GTZ office in Amman, Jordan
April 30th, 2009: Successfully participated in the workshop entitled “INTERPERSONAL COMMUNICATION SKILLS” organized by the Lebanese Management Association (LMA),  LMA Bldg., Massignon St. – Snoubra (P.O. Box: 135705 Beirut, Email: lmaleb@dm.net.lb)

April 23rd 2009: Successfully participated in the  workshop entitled “STRESS & TIME MANAGEMENT” organized by the Lebanese Management Association (LMA),  LMA Bldg., Massignon St. – Snoubra (P.O. Box: 135705 Beirut, Email: lmaleb@dm.net.lb)

Oct. 28th -30th 2008: Successfully participated in a seminar on “Project Accounting and Finance Management” for GTZ Office bookkeepers/accountants and administrative officers in programmes and projects, GTZ Office Damascus/Syria
· Division of tasks and responsibility in project accounting

· Project funds (project funding procedures, system, average rate in Winpaccs, FIMO)

· Project accounting (system, generally accepted accounting principles, vouchers, accounts)

· Selected topics in project accounting principles, vouchers, accounts)

· Selected topics in project accounting (i.e. contracts, local subsidies, list of projects balances) 

Jun.-Dec. 2006: Training at the Communication Unit – UNDP, UN House, Beirut – Lebanon

· Translating the document entitled "Setting the stage for long term reconstruction: The National Early Recovery Process - Stockholm Conference for Lebanon's Early Recovery - 31 August 2006" from English to Arabic
· Translating the document entitled "National and local context - activation of the decentralized cooperation within the framework of the art gold libanon programme - art-gold lebanon, 25-26 September 2006" from English to Arabic 
· Translating articles, minutes and other related documents (from English to Arabic and vice versa)
Dec. 2005–Feb. 2006: Six weeks training at the AFD (Agence Française de Développement), French Embassy – Building K, Espace des Lettres, Damascus Street, Beirut – Lebanon:

· Reviewing the translation of the Water Regulations of North Lebanon Establishment

· Translating the lexicon of the Water Code (Projet d’Appui à la Réforme Institutionnelle du Secteur de l’Eau au Liban) – (French-Arabic)

· Translating the lexicon of the Forum about Water Demand Management (French-English-Arabic)
Jan.-Feb. 2005: One month training at the LWPP-DAI, USAID (US Agency for International Development) – Ministry of Energy and Water, Corniche du Fleuve, Beirut – Lebanon

· Translating the document entitled "Degree of Conformity between Lebanese Water Legislations and Initiatives to implement a Public-Private Partnership in the Management of Water and Wastewater Utilities" from Arabic to English.

Sep. 2004: One month training at the LWPP-DAI, USAID (US Agency for International Development) – Ministry of Energy and Water, Corniche du Fleuve, Beirut – Lebanon
· Translating the document entitled "SOUTH LEBANON WATER AND WASTEWATER ESTABLISHMENT (SLWWE) – GLOBAL ANALYSIS OF THE POSSIBILITIES OF OPTIMAL RESOURCES ALLOCATION – BALANCE BETWEEN AVAILABLE RESOURCES AND DEMAND" from French to English

Jul.–Aug. 2004: Two months training at AWADA’s Center for Translation, Mcharrafieh Square, Beirut – Lebanon
Languages
Arabic: Mother tongue

Fluently spoken, read and written French and English
Other 
· Training on using a subtitling software with SDI Media – Middle East, Mansourieh - Lebanon 

· Pedagogic Meeting with the teachers in charge of the "English Language" at the Counseling and Guidance Department, Ministry of Education and Higher Education (MEHE), Beirut – Lebanon    
· “Websites" Training Session (organized by the British Council), Beirut – Lebanon
· First Aid certificate – Red Cross, Beirut – Lebanon
· Completed the Georgetown University English Proficiency Test in May 2005 (Obtained level: Advanced Proficiency)
Skills

· Good working knowledge of modern telecommunication systems (telephone, fax, e-mail, internet and its software)

· Arabic / English / French typewriting skills

· Good working knowledge of computer programs (e.g. Ms Office)

· Verbal and written communication skills

· Very good management and administrative skills

· People skills, negotiation skills, conflict management and problem solving 

· Ability to work in an international team and stressful environment

· Using the software SDL TRADOS Freelance 7 (Translator's Workbench)
Interests
Swimming, cooking, listening to music, sports
References

· Engineer Georges KAMAR, CEO of COGIC – Consultants, Badaro Street, 115 Building Hajj, B.P.166274, Beirut (E-mail: cogic-gk@cyberia.net.lb) 
· Mr. Ziad El ZEIN, Marketing Services Coordinator – LCECP MEW, Corniche du Fleuve, 1st floor, room # 303 (email: ziad.zein@lcecp.org.lb) 
· Mr. Manfred Hans SCHEU, GTZ Principal Advisor, Manager of the project entitled “Technical Assistance to the Water Sector Reform – Rehabilitation of Water Supply and Wastewater Systems in Lebanon”, c/o Beirut and Mount Lebanon Water Establishment, Baabda branch – Brazilia / Lebanon (Telefax: +961 5 45 16 24, E-mail: manfred.scheu@gtz.de) 
· Engineer Bassam JABER, Ex-Project Manager of the Lebanese Water Policy Programme financed by the DAI-Alternatives – USAID, and currently working with the European Union (Project # MED/2005/17556. (Cell: 03 74 87 44, E-mail: jaber_ba@yahoo.com)  
· Elias Hasbini, Consultant Engineer, European Investment Bank /FEMIP Technical Assistance, Council for Development and Reconstruction, Tallet El Serail, Beirut Central District – Lebanon, (Telefax:+961 (01) 981120,E-mail: eliash@cdr.gov.lb) 
