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CAREER OBJECTIVE: 

Seeking a challenging and competitive position in a highly reputable, well-established, and progressive organization that would broaden my work and personal experience, utilize my education background, and provide me with opportunities for further professional growth and career path.

Personal perspectives in Brief: 

· Obtaining my B.A. in English literature, I had a personal challenge to work in my field of education. 
· Another challenge was to complement my 15-year experience with keeping abreast with the management and technology revolution, as well as globalization.
· Getting into contact with several international bodies / organizations through the assigned tasks was a motive to promote myself through training, courses, and finally doing masters in Global Business. This, I believe, will have positive impact on developing myself and enhancing my work performance and experience, notably, strategic and global management.

AREAS OF EXPERTISE

I. Translation / Interpretation
- Translation from Arabic into English and vice versa.

· Focus Areas:

literature (for post graduates), economics, banking, finance (namely Micro, Small and Medium Enterprise Finance), business, judo (in writing and consecutive, for the Egyptian Federation and the National Team), theatre (for the National Troupe for Experimental Presentations), and Islamic Sharia.

· Document Nature:

Correspondences, brochures, website, credit cases, minutes, agreements, reports – annual, evaluation, ...etc. -, papers, presentations, contracts, MOUs… etc. 

- Consecutive, At sight, and Whispering Interpretation 

Performed consecutive, at sight and whispering interpretation from/to English at official and unofficial events.

II. Coordination 

· Acted as a project coordinator for the development and implementation of Credit Guarantee Company’s (CGC) strategic planning assignment.
· Assisting in the execution of CGC rating assignment.
· Liaise and coordinate with the various involved parties to develop CGC Risk Management Strategy and system.
· Coordinate with different departments, programs, and entities to ensure the work flow and to realize the target objectives.

· Liaise with several Chambers of commerce (the Italian, German, and American), associations, and unions to maximize CGC benefits through: a) introducing and presenting the Company vision and mission, objectives, mechanisms and programs, b) discussing venues of mutual cooperation, and c) follow up.

III. CMD / Executive Director Related Administrative Work 

Performed all administrative tasks such as: meeting procedures, typing, filing, fixing appointments, adjusting agenda (of my department, e.g.), answering phone calls and correspondences, taking/conveying messages, coordinating tasks, using word processor, operating office equipment (fax, photocopier, …etc.), hotel reservation, air tickets booking, as well as establishing and maintaining positive work relationship with office staff, CGC staff, TA team, consultants, donors, and the Ministry of Insurance and Social Affairs (MISA) (Currently: Ministry of Social Solidarity), Ministry of International Cooperation (MIC), Industrial modernization Centre (IMC), and USAID representatives.

IV. Research Work

Conducted researches on Microfinance, CGC similar experiences worldwide, Grameen Bank, and other requested topics.

V. Report Writing

· Submit personal "Quarterly Achievement Report" to the Executive Director / Department Manager.

· Effectively participated in meetings (e.g. ESMA Meetings) and seminars (e.g., US-Small Business Administration “SBA”), workshops, the Italian Chamber of commerce/Cairo (CCI) ordinary and extraordinary General Assemblies, CCI seminars/conferences, the German-Arab Chamber of Industry and Commerce (GACIC) events, the Egyptian Businessmen Association (EBA) events and reported directly to the Department manager, Executive Director, or the Chairman/Chairman Office Manager.

· Fill in and submit the Annual Institutional Business Plan to MicroCredit Summit (since 1997 till 2000).

VI. Publication Activities

· Quarterly update CGC English presentation (Since 2004).

· Regularly update CGC English brochure.

· Draft some of CGC Advertisements (e.g., CGC ad. placed in CCI and GACIC Membership Directories and magazines, since 2002).
· Quarterly update CGC English website (Till the 1st Quarter of 2004).

· Assist in the creative development of publications, website, and various other marketing materials.
· Draft some press releases on CGC for Al-Alam Al-Youm newspaper and WASME magazine. 
Career CHRONOLOGY: 
1. From April, 2011 - Present

Senior Officer for Translation and External Relations

Chairman and Managing Director Office

Credit Guarantee Company (CGC)

2. From January, 2005 – March, 2011

Translator and Coordinator 

Chairman and Managing Director Office

Credit Guarantee Company (CGC)
3. From June 8, 2004 – January 2005

Translator & Liaison Officer  

Chairman  Managing Director Office

Credit Guarantee Company (CGC)
4. From Dec. 25, 2003 – June 7, 2004,

Translator & Admin. Assistant

Coordination & Follow-Up Dept.

Credit Guarantee Company for Small & Medium Scale Enterprises (CGC)
5. From Sep. 24, 2002 –Dec. 24, 2003

Translator & Admin. Assistant

Research & External Relation Dept.

Credit Guarantee Company for Small & Medium Scale Enterprises (CGC)
6. From  Oct. 9, 1997  up to Sep. 23, 2002

Translator

Micro Enterprise Development Unit (MEDU)

Credit Guarantee Company for Small & Medium Scale Enterprises (CGC)
DUTIES & RESPONSIBILITIES:
Will be classified under major categories:
 Translating contracts, MOUs, agreements (with USAID, EU, AFD, banks, NGOs, ..etc.), letters of intents, protocols, working papers, reports (general, annual,..etc), studies (field, marketing, ..etc), tenders, annexes, letters, presentations, brochures, website materials, news articles, questionnaires, financial projections, credit studies, confidentiality agreements,  quarterly events, personnel policies and procedures, and e-mails into Arabic / English in a timely and professional manner.
 Rendering consecutive and at-sight interpretation at different meetings, seminars and conferences organized by CGC as well as other bodies.
 Assisting in the creative development of publications, website, and various other marketing materials.
 Assisting in developing the department’s work programme and budget; working closely with the Executive Director and Financial Analyst to monitor project implementation in order to make necessary adjustments in procedures; taking place in providing the necessary updates of the project activities, progress, problems and solutions on a regular basis.
 Establishing and maintaining positive working relationship with donors (USAID, EU, UNDP, Swiss Fund, ..etc), ministries’ representatives (MISA, MIC, ..etc), partners (EQI, banks, NGOs, FINBI, ..etc), Chambers of commerce (CCI, GACIC, CEEBA, and AMCHAM), Business Associations (EBA, ARABMA, EIAD, …etc), and other stakeholders.
 Coordinating with department /program managers and MIS specialist to regularly monitor CGC Strategic plan implementation; coordinating the development and implementation of CGC strategic planning Assignment as well as the risk management assignment; assisting in the execution of CGC rating assignment.
Training History:

	From Sep. 1997- Oct. 1997

Translator

MEDU

CGC
	Job Description:

 Translated different types of documents from Arabic into English and vice versa.
 Performed administrative work.


	From July 1997 – Sep. 1997 

Translator & Administrative Assistant
Investment Dept.

CGC


	Job Description:

 Translated different types of documents from Arabic into English and vice versa.

 Performed secretarial work



	From July 1996 – Sep. 1996

Translator & Administrative Assistant
Investment Dept.

CGC
	Job Description:

 Translated different types of documents from Arabic into English and vice versa.

 Performed secretarial work



EDUCATION, and ACADEMIC & NON-ACADEMIC STUDIES 
MIBA Degree in Global Business (expected by end of 2012), from Ecole Supérieure Libre des Sciences Commerciales Appliquées (ESLSCA) [image: image1.emf]
The MIBA (MBA in International Business Administration) at ESLSCA Business School (http://www.eslsca.org) is a professional degree intended to pursue a management career. The curriculum emphasizes the principles underlying business operations as well as advanced technical knowledge in relevant specializations. It provides tools for analysis and helps develop a managerial perspective. Advanced specialized and elective courses provide the necessary skills in a functional area of business. … … … … … … … … … … … …… …

 From : March 2011 

Covered Topics :
International Finance, International HR Management, Strategic Management, Cross-Cultural Management and Communication, International business Law, International Marketing, Quantitative Methods for Business Decisions, Organizational Behavior, Managerial Accounting, Research Methodology, Marketing Management, Financial Management, Management and E-Business, and Competitive Intelligence.
Graduate Diploma in Global Business[image: image2.emf] 
Graduate Diploma in Global Business at ESLSCA Business School (http://www.eslsca.org) that provides solid functional knowledge to individuals who already have an academic background in business or in related fields. It develops solid analytical abilities, establishes collaborative work skills, team-building skills and acquires an understanding of the global marketplace.  … … … … 
ESLSCA, September 2010 (Cairo, Egypt), GPA: 4.00
Professional Certificate in Written Translation (With Distinction)
Center for Adult & Continuing Education (CACE), AUC, July 2009(Cairo, Egypt)

Certificate in Legal and UN Translation (LUT) (With Distinction)
Center for Adult & Continuing Education (CACE), AUC, July 2009(Cairo, Egypt)

ICDL Certificate, Syllabus Version 4.0 (EGY000276694)

Misr Academy, Cairo , Egypt (Endorsed by the Ministry of Communications and Information Technology – Egypt), August 2009

Certificate in Print Media Translation (PMT) (With Distinction) 

Center for Adult & Continuing Education (CACE), AUC, April 2008 (Cairo, Egypt)
PowerPoint Course (Core & Advanced)

YAT Education Center, April 2004 (Cairo, Egypt)
Report Writing

Middle East Advisory Group (MEAG), August 2003 (Cairo, Egypt)

Excel (Core)

YAT Education Center, June 2003 (Cairo, Egypt)

French Language (level 5)

Center Français de Culture et de Coopération (CFCC) Du Caire Antenne d’ Héliopolis, Sep. 9, 2001 – Nov. 10, 2002 (Cairo, Egypt)

Certificate in Groundwork in Written Translation (GWT)

Center for Adult & Continuing Education (CACE), AUC, July 2001 (Cairo, Egypt), GPA: 4.00
Windows 95, MS Word 7, MS Excel 7 

CGC, December 1999 (Cairo, Egypt)

BA in English Literature 

Ain Shams University, Class1997, Graduation Degree: Good (Cairo, Egypt)

SPECIALIZED TRAINING WORKSHOPS
English for Specific Purposes (ESP)

AUC, (Egypt)

Teaching English as a Foreign Language (TEAFL)

Helwan University, (Egypt)
SKILLS 
Computer

 Experience and competency with basic programs (Excel, Word, PowerPoint, and Outlook).
 Familiar with internet and e-mails.
Language

Mother tongue:
Arabic

Second Language:
very good written / spoken English
Third Language: 
good written and spoken French 

OTHER QUALIFICATIONS
Competencies:

Professionalism - Ability to work independently, formulating opinions and making conclusions and recommendations; 
Planning and Organizing - Ability to establish priorities and to plan, coordinate and monitor own work plan; 
Client orientation – Ability to identify clients’ needs and appropriate solutions; ability to establish and maintain productive partnerships with clients; 
Commitment to continuous learning – Willingness to keep abreast of new developments in the field of translation / interpretation, office management, and project coordination; 
Technological Awareness – Solid computer skills, including proficiency in word processing and relevant software packages; 
Teamwork – Good interpersonal skills; ability to work in a multi-cultural, multi-ethnic environment with sensitivity and respect for diversity; 
Communication – Ability to write in a clear and concise manner and to communicate effectively orally.
Personal Characteristics:

Punctuality and courtesy, ability to listen and follow instructions, to learn, be led and work under supervision, to prioritize and meet deadlines, to work in a team, to analyze and to pay attention to detail, to accept and implement constructive feedback and assume responsibility and to admit and correct mistakes when necessary. 
PERSONAL DATA

Name:

Randa Ibrahim Abdel Wahab Omar El-Shahaby 

Date of Birth:
January 25, 1976 (Egypt)

Marital status:
Married, and have 3 children 

Nationality:     Egyptian
References will be furnished upon request.
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