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Email:Rozina_sheikh@yahoo.com
EMPLOYMENT HISTORY 
Nov.2007- Present - Senior Monitoring Journalist

BBC Monitoring (World Service); Reading, UK
My duties at BBCM are as follows:

Iran team
- Closely monitor the Iranian media sources (TV, radio, news agencies, social media, and websites).
- Select and translate important news stories and summarize commentaries and roundtable discussions for BBC World Service as well as other - clients, including the British Foreign Office, Ministry of Defence and Home Office.
- Brief clients, as a part of the Iran team, on the on-going events in Iran. The clients mainly include Foreign Office and Ministry of Defence analysts working in Iran Desk.

- Author media round-ups, media behavior notes, and features on major events in Iran and the media coverage of the leading stories.
- Monitor Iranian social media to prepare weekly and daily weblog reviews and social media roundups. This aspect of the job requires identification, verification and processing of videos on YouTube.
- Training colleagues, providing freelancers with feedback.
Attachments within the BBC Monitoring:

- Six month attachment with Asia Pacific team:
- Monitored UK based Pakistan TV channels and wrote reports and summarized political discussions.

- Wrote weekly briefs

- Edited reports on China, Taiwan, North Korea, South Korea, Indonesia, Burma, Bhutan, Cambodia, Vietnam, India, Pakistan, Bangladesh, Sri Lanka, Nepal, Japan, Mongolia and Laos.

Six-week attachment with Delhi office:

- Monitored Pakistani-Kashmiri newspapers published in Urdu language

-Edited and translated reports, editorials and commentaries from Iranian newspapers

Three-week attachment with Mediahub (former Global and Thematic)

- Familiarization with G&T's shift leadership (news awareness, copytasting, writing and summarising skills e.g. actuality cues).

- Energy Security and Proliferation digests (selection, summarising skills; wider awareness of BBCM material and how the Iran team's material is used)

- World Media Review and Islamic Media Review (selection skills; customer awareness; wider awareness of BBCM material and how the Iran team's material is used)

April – Dec 2007-Office Manager & Executive Assistant to the CEO
Omni Oil Technologies; Dubai, UAE (Manufacturer of oil and gas drilling tools)
I performed tasks as the CEO’s first point of contact with people inside/outside the company. I received clients and made appointments for and arranged travel schedules for the company executives. I organized and managed the CEO’s schedule, read and analyzed incoming memos, submissions and reports. I also organized and coordinated company’s marketing events and marketing materials. I took minutes, transcribed and distributed the documents as per the requirements and prepared agendas and made arrangements for committee, board, and other meetings. I also followed up the complaints and comments received from the clients as part of the customer care system. I manage a small group of employees.
Apr 2005 - Aug 2006 / Farsi Subtitler
Showtime/Dubai Gulf DTH FZ LLC (American cable TV company)
At Showtime I was in charge of the Farsi subtitling department, where I checked the dialogues of movies before broadcast. Other duties included translating and subtitling movies, proof reading, transcription, quality control, coordination with the suppliers and distributors, performing digital DVD’s dubs and coordinating fast turn-around projects. I was able to work independently to meet tight broadcast deadlines, worked closely with the senior management and deputized my line manager in her absence. (The software used was Poliscript)
Dec.2003 - Mar 2005 / Senior Executive Secretary

House Motors LLC; Dubai, UAE
Managing the rent-a-car section, which comprised of 45 cars, my duties involved coordinating and liaising with numerous departments and companies throughout the region. I dealt with payments, insurance and the services of the vehicles. I oversaw all administrative duties including secretarial work, travel arrangements, updating inventory records and dealing with advertising campaigns, marketing and sales.

Mar 2003 - Dec.2003 / Operations Executive 
Quest International; Dubai, UAE
Operations Executive to the Corporate Affairs Director. My job included secretarial duties and arranging meetings with clients. I dealt with customers on behalf of the Corporate Affairs Director and would trouble shoot any problems that might occur. I am a very detail-oriented and creative and enjoy problem solving. I followed up on customer complaints and suggestions and made it my priority to see projects to their conclusion.                            

2001- English Teacher

The Oxford Institute/ICSS; Dubai, UAE
Teaching English as a second language. This involved teaching adults spoken English, written English and structuring a syllabus that worked best for the class and the individual students. With varying abilities of the students I devised a programme that involved structure homework, one to one tuition and working in teams. 
1994-present Translator/Copy Writer/Proof Reader/Transcriber/Market research interviews. 

I’ve taken part in projects with market research companies in interviews (for instance AC Nielsen), transcriptions and translations. I've also transcribed speeches made at international conferences. I’ve been constantly doing translations, interpretations and proof reading jobs for different companies on freelance basis in Iran, UAE and the UK. These companies customers include Nokia, Samsung, Bridgestone, British American Tobacco, NHS, councils, courts, prisons, Home Office and UK Border Agency, Canadian government. 
1993-2000 / English Teacher 

Iran Language Institute; Tehran, Iran
Teaching English as the second language both at the institute and at their private schools.
All classes were mixed and the student’s ages ranged from 9 -16 years. As well as teaching classes with up to 30 students I also taught with small groups and gave one to tuitions.  
1990-1993 / English Teacher        

Pand/Milad Language Institute; Tehran, Iran
Teaching English as the second language at the institute and at their private schools. I taught children aged between 6 and 16 years in classes of 10 to 25 students. I also chaired the monthly Parents and Teachers committees and assisted the sports teachers on occasions in sports such as squash, skiing and netball.  

EDUCATION      
1996    Islamic Azad University

B.A in English-Persian Translation, Tehran/Iran

1990    Pakistan School/College                                

F.Sc (First Science Certificate) from an English medium, Islamabad board college under the supervision of the Pakistan Embassy in Tehran/Iran

INDUSTRY QUALIFICATIONS

Microsoft office, MSA- Focus Perspective, Poliscript software, Trados
Editorial and journalism trainings at BBC

Remote team management course
LANGUAGES             
First language: Farsi 
Second language: English

Language pairs for translation:

Farsi-English

English-Farsi

Dari-English

Urdu-English

INTERESTS               
Diving, movies, calligraphy, weaving carpet and reading.
CLEARANCE: CRB
