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RESUME
MOHD MAJID KHAN                                                              
Residing at: Abul Fazal Enclave, Part No. 1, Jamia Nagar, Okhla, New Delhi-110025  
E-mail    : majidislahi@gmail.com
Mob. No : +91-8010087005
Skype Id.: majidkhankaker
CAREER OBJECTIVE:
To achieve a responsible and challenging position where I can utilize my talent and multilingual ability and gain more experience with organizational growth.

WORK EXPERIENCE:

· Worked on several projects of translations from English to Arabic and vice versa. 
· Translated a Ph.D. thesis on management from Arabic to English. 
· Worked as Arabic Translator and Consultant at Data Flow Services Pvt.Ltd from Feb 2014 to Aug 2014 (6 month).
Responsibilities:-
1- To translate Data in Arabic Language into English language. This included educational degrees and mark sheets from Arab Countries along with experience certificates.
2- When the situation demanded, we were supposed to communicate with people in Middle East in order to verify their documents orally.
3- Sometimes we had to chat with concerned people on emails in Arabic language.
· Currently working as Arabic Translator and Secretory at Saudi School run by the Royal Embassy of Saudi Arabia, New Delhi, India since September, 2014 till date. 
Responsibilities:-

1- To translate education related documents from English to Arabic and Vice Versa.

2- To translate very confidential documents and emails from English to Arabic and Vice Versa.

3- Working as an interpreter if the school need an interpreter as most of School staffs do not know English or Hindi language.
4- My director once authorized me to prepare a report on “Security and Safety Systems in Delhi’s Schools” in both Arabic and English Language (report in Arabic) (report in English).
5- Discharging all responsibilities regarding the secretarial works from writing letter to fixing appointment and organising documents.
6- Filling the application form for Indian Visa for the new staff coming from Saudi Arabia.
AREA OF SPECIALIZATION:
· Translation from Arabic to English and vice versa.
· Translation from Urdu to English and vice versa.

· English is my strength as it is the medium of learning in most of India’s central universities.

· As for as Arabic language is concerned, I have studied this language throughout my schooling and later during the graduation and master. And now working in a school where most of the staff and all the students are Arabs. 
· Interpretational skills.
· Business and Stock Market. 
ACADEMIC QUALIFICATION:
· M.A in Arabic from Jamia Millia Islamia, New Delhi, in 2014. 
· PG Diploma in International Business Operation, in 2018. 
· B.A (Hons) Arabic with 63% from Jamia Millia Islamia, New Delhi, in 2012.
· Diploma in Modern Arabic language from Delhi University, New Delhi, 2012.
· Certificate in Turkish language from Jamia Millia Islamia, New Delhi, in 2013.
· Diploma in Turkish language from Jamia Millia Islamia, New Delhi, 2014. 
COMPUTER PROFICIENCY:
· D.T.P (Ms word, Excel, Power Point, Internet, etc)
STRENGTH:
· Smart working, Multi-tasking, sincere, punctual, creative and innovative
· Excellent problem-solving and managerial skills
· Excellent oral and written communication skills
· Can work efficiently both  individually or in a team-oriented environment
ACHIEVEMENTS:
· Participated in various cultural activities at University level.

LEISURE TIME INTEREST:
· Net Surfing & Interacting with people.  
· Playing chess. 
PERSONAL INFORMATION:
Date of Birth
: 08 August 1989
Marital Status   

: Single

Sex
: Male

Father’s Name
: Abul Hasanat Khan
Languages Known
: Arabic, English, Hindi, Turkish and Urdu.

DECLARATION:

I hereby certify that all the information mentioned above is true to the best of my knowledge and belief.

Date:
Place:                      
Mohd Majid Khan
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