Curriculum Vitae – Mais Alhannat

Personal Information









Date of Birth:

             13/03/1985

Place of Birth:


Damascus, Syria

Gender:


             Female

Nationality:


Syrian

Address:
15 Helia Venezi Str, Corinth, 201 00, Greece                                                   
Personal Email:

             mhannat01@gmail.com
Telephone:

            +302741029071
Mobile:


            +306942595059
Current Position:

Arabic Teacher at Eurolingua Language Centre (Corinth)
Work Experience:                                                                                                     
2010-2011  Logistic Specialist (WL/D&M/TST/SIS) Syria – Jordan, Supply Chain, Customs department. Schlumberger Middle East S.A, Damascus.

Position Responsibilites:
· Apply local work-processes for imports and exports.
· Ensure that all import and export processes abide strictly by all applicable control laws and trade regulations. 

· Ensure that all documents submitted are accurate, complete, updated and submitted within time limits. 

· Follow up import shipments from their arrival until they are exported.
· Arrange for local transportation to the final destination of the assigned portfolio.
· Ensure that the payment of Customs duties is done according to local regulations.
· Maintain adequate levels of import and export compliance awareness and properly address trade compliance issues identified within local processes.
· Maintain temporary import database.
· Translating emails from and to English-Arabic
· Load and follow up the import and export data on SIMS and also on excel sheets.
· Check and follow up agent invoices and fill them in accordingly.
· Report on a monthly basis to the finance department.

2008-2010 Personal Assistant to the Head of Schlumberger Middle East S.A, Damascus

Position Responsibilites:
· Devise and maintaine office systems, including data management and filing.
·  Liaise with external contacts to arrange transportation and accommodation for visitors, prepare the booking paperwork, and file it.
· Screen telephone calls, enquiries and requests, and handle them when appropriate.
· Translate emails from and to English-Arabic
· Deal with incoming email, faxes and post, often corresponding on behalf of the manager.
· Meet and greet visitors at all levels of seniority.
· Organise and maintaine diaries and make appointments.
· Keep notes and minutes.

· Produce documents, brief papers, and reports.
· Organise and attend meetings and ensure the manager is well-prepared for meetings.
· Liaise with clients, suppliers and other staff.

Previous Positions 









2007-2008  Translator for Commercial Tenders (from and to English-Arabic). Asia Telecom Company, Damascus.

Education History









2008-2012     Undergraduate Studies 

Bachelor in Translation, Damascus University.
2005-2007
  Undergraduate Studies 
Bachelor in Stock Market, University of Damascus, Business Institute. 

Seminars








2008 
ICDL Course, “New Horizon Center”, Damascus.

Computer knowledge






Operating Systems: MacOS X and MS Windows 

Software: MS Office (MS Word, Excel, PowerPoint and Access) and OpenOffice

Internet Browsers: MS Internet Explorer, Apple Safari, Mozilla FireFox.

Languages 










Arabic: mother language
English: fluent
Greek: currently learning
Further information & references are available upon request.

