Maha Mohamed Kamel
Personal Data 
Name:


Maha Mohamed Kamel

Date of Birth: 

29/6/1982
Place of Birth:                 Kuwait  
Nationality: 


Egyptian
Marital Status: 

Married
Military Status: 

Does not apply
Language Skills: 

Excellent

Computer Skills: 

Excellent
Driving license:                Available

Own a Car:                       Yes
Address: 


17, Taha Hussien st. - New Nozha, Heliopolis Cairo,           

Phone no.: 


02 2256 5854 

Mobile no.: 


016 014 5533

E-mail: 


m.kamel296@gmail.com
Best pair:                          English>Arabic , Arabic > English
Fields of translation:        Real Estate, Political, legal, UN, Economic,business.
Years of Experience:        5 years in Coldwell Banker Egypt
Expected Salary:              negotiable                      
Best Contact:                   Mobile - Email
Education:
Diploma:

American University in Cairo:
Foundation Certificate in Legal and UN Translation. (Finished)
On-going:

American University in Cairo:

· Professional Diploma in Legal and UN Translation

First University Degree:

B.A. English Literature  
University: 



Ain Shams University 
Faculty: 



Al-Alsun 
Major: 



English Language 
2nd Language:


Italian Language
Grade: 
fair
Graduation project: 

novel analysis 
Grade: 



Good
Class: 


           2003
High School Degree: 

Thanawia Amma 
High School Name:


Al-Farouk  Language School 
Grade: 



91%

Languages

Arabic: 
    

           Mother Tongue
English: 


           Fluent
Italian: 


            Fair

French:                                        Good
Computer Skills: 

· Perfect command of Windows 95, 98, Millennium and XP,windows7 

· Perfect command of Microsoft Office “MS Word 95, 97, 2000 – MS Excel 95, 97, 2000 – MS PowerPoint 2000 – MS Outlook 97,2000”

· Heavy Internet surfer

Courses attended:

Coldwell banker Egypt:
· Business etiquette

· Customer Service

· Business  effective writing skills
Employer:          MIU (Misr International University)
Position:              Instructor (part time)
Duration:             Feb 2012 – Dec.2014
Employer:          Sheraton Hotel – Addis Ababa

Position:              Admin Assistant (Temp) – public relations

Duration:             Dec 2009 – Nov 2010

Employer:          Coldwell Banker for Investment and Real Estate
Position:              Senior Real Estate Coordinator
Duration:             August 2004 – June 2009  

· Job tasks:
· Using a range of office software, including email, spreadsheets and databases; managing filing systems.
· Handling phone calls , e-mail and faxes

· developing and implementing new administrative systems 

· Saving the database in the company's system.(electronic and paperwork)

· Translating documents and reports required when needed. 
· Meeting deadlines monthly, weekly, and daily. (word sheets,statistics..etc.) 

· Follow up with the clients to see if they are satisfied with our service or not.
· Solving the client's problems wisely.
· Following up and preparing many requisitions like setting new email accounts and printing business cards
· Working in the free magazine edition published monthly.
· Responsible for publishing advertisements in newspaper and other social media when needed
· maintaining the condition of the office and arranging for necessary repairs; 

· organising  meetings with my staff - in lower paid roles this may include typing the agenda and taking minutes, 

· Overseeing the recruitment of new staff, sometimes including training. 

· carrying out staff appraisals, managing performance and disciplining staff; 

· delegating work to staff and managing their workload and output; 

· implementing and promoting equality and diversity policy; 

· holding meetings with senior management to review performance; 

· liaising with other administrative teams; 

· writing reports for senior management, which may include reports on finances, staff performance, service development or an annual review; 

· delivering presentations about the work of the office to senior management and other sections of the organisation; 

· responding to customer enquiries and complaints; 

· Attending conferences and training. 
· Contributing in organizing the quarterly conferences held by the company. 
