Sally Khaled Mohamed

Mobile:

002-01141442003




E-Mail: 

sally_khaled85@yahoo.com
Address:

5th Settlement- New Cairo- Egypt
Objective
Seeking a job to enhance my interpersonal and technical skills besides acquiring experience and getting a good opportunity to be able to enrich the position I will fit in.
Post-graduate Studies:

Cambridge International University, Advanced Business Diploma (ongoing):

· Marketing Management

· Human Resource Management

· Effective Business Communication

· Business Organization and Environment
American University in Cairo, Professional Certificate in the Ground Work Translation (April 2008):
· Arabic Editing Skills

· Lexicography and Terminology

· Translation Linguistics

· Contrastive Analysis

· Research Tools for Translators

· Arabic Grammar

Grade: Excellent
Courses:

Premium Services HR, Human resources management (2011):

Topic 1: Human Resources Management and its Environment

Topic 2: Recruitment & Selection

Topic 3: Performance Evaluation Management

Topic 4: Training and Development

Topic 5: Compensation

Topic 6: Communication & Resolving Problems

Topic 7: HR Policies

Topic 8: Motivation Theories

Education
Faculty of Arts, Ain Shams University, 2006
Section: English Department
Grade: Good
High School: Tarek Ibn Ziad Language School, Egypt, 2002
Score: 91 %
Work Experience
Translation Specialist at Booking.com: from April 2012 till now.

-Translating location and description of hotels worldwide.
Freelance Translator at ComTranslations: from November 2013 till April 2014.

Translation Specialist at Lingo Translation Service “London”: from August 2013 till November 2013.
Freelance Translator at Arabicized “Iraq”: from January 2013 till now.
Translation Specialist at “Influence Communications”: It is a regional PR and Communications agency with operational offices in Egypt and UAE .While providing tailor-made and powerful PR services as our main key strength , it complements its strong PR campaigns by offering its clients, full-fledge marketing and communication services, if/ when required, from September 2012 till August 2013.
· Responsible about translating materials from English to Arabic and vice versa, including monitoring summary, monitoring headlines, press release, speeches…etc
· The report includes Industry news, economy, competitors, illicit trade, excise pipeline and political events news.

Freelance Translator at “Regency Agency for Translation services”: 
Regency is accredited to embassies, governmental bodies and we have accredited interpreters to deal with foreigners in the various Registry Offices & governmental bodies concerning contracts of buying & selling and Power of Attorneys, from February 2012 till now
· Worked on a long-term project of translating a book about Military plans.

· Worked on a project of translating on a PHD thesis “Technical Subject”

· General Translation including Engineering, technical…etc
Freelance Translator at “Raafat Hamam for legal translation and Affairs”: its experience and legal knowledge protects the integrity of documents to be translated from embassies and relieve those authorities of substandard translations, preserving linguistic nuances in general and supporting legal aspects in particular when translating contracts or judgments of courts to English or from English to Arabic, from March 2012 till now
· Translating all kinds of legal documents and claims.

· Translating Medical reports and more.
Freelance Translator at “Golden Ear for Translation”: The Golden Ear for Translation Services is a young company made up of linguistic and technical professionals, from November 2011 till now.

Transcriptionist at Feedback Marketing- Middle East: FEEDBACK Market Research is a full service market research agency, offering a complete range of qualitative and quantitative services across the MENA region, from January 2012 till June 2012

· Working on the transcription of Marketing research audio files and translating them from Arabic to English or vice versa.

· Working on the transcription of Medical research audio files and translating them from Arabic to English or vice versa.
Freelance translator at “Iqraa for translation services”: from February 2012 till May 2012.
· Working on a long-term transcription project, and its subject is about computer services and techniques.
Freelance translator at Feedback Marketing- Middle East: on a project for 2 months

Freelance Translator, from April 2009 till now

HR Specialist, Ocean Fresh Food Egypt- Lokma Group, "We are the franchise of the Brand German restaurant "Nordsee", and we are going to open more than outlet inside Egypt, and we have already opened 4 outlets in Dubai. From April 2010- till August 2010.
· Execute pre-screening and/or final phone/face to face interviews, do background checks for junior & mid level posts & supports all parties in concern with assessment.

· Submit candidates' offers and follow up until placing.

· Working with the directors for different departments to provide me with the "Job Profile- headcount budget and the Organization chart" to start working on the vacancies after approving the previous mentioned.
· Proactive coordination with departments for interviews.

· Follow up and coordinate with recruitment channels (Posting the required vacancies using our accounts on Amcham, Job master, Promark and People plus)

· Support HR Director with weekly update on recruitment progress.

· Advertising vacancies appropriately by drafting and placing adverts in a wide range of media (e.g., newspapers-Al Ahram-, websites, magazines)
· Participating in the personnel work, as receiving the employment papers of the new hired candidates and making sure that they fulfill all the required papers and documents.

· Reviewing the attendance of the whole staff of Dubai outlets and reviewing the salaries as well.

· Preparing some admin work related to the organization charts and other tasks.

· Filing system

· Attending monthly meetings and registering the meeting minutes.

· Preparing the procedures and internal legislations of the company and translating the same into Arabic.

· Preparing memos 

Accounts Executive, Tanweer Group for media and distribution, Jan. 2008 – March 2010
· Responsible for more than 5 accounts for Major Media Production companies, and responsible for the data of the same and every detail.

· Communication with branch owners abroad to coordinate for preparing offers to be proposed to the major TV channels.

· Coordination for getting the newly acquired materials to our studios abroad as well as sending materials and screeners for TV channels for the purpose of reviewing and censorship.

· Following up with the sales team to ensure that the concerned offers are actually proposed to the assigned TV stations as planned.
· Contacting producers to coordinate for getting new materials and scripts for the same.

· Coordination with my team to give them all necessary information in order to update their records accordingly.

· Responsible for updating the general filing system and keeping records of all correspondences.

· Translating the info cards which we send to our clients.

· Assisting in some of the Administration Work.

· Interviewing new candidates and preparing for the interviews

Translator, Attorney General’s Bureau, General Prosecution, September 2006- Sep 2007.
· -Translating Legal documents and some critical cases.

· -Attending some investigations with some foreigners accused in critical cases to perform simultaneous translation.

· -Performing some administrative work, as assisting the prosecutors in writing the memos and some other administrative work related to foreign cases.
· Computer Skills
Excellent knowledge of MS Word, MS Excel, MS Power point and Internet surfing.
Excellent knowledge of translation tools including; Trados Studio 2011, Wordfast, Memsource and Aegisub.
· Personal Skills

Hard Worker- Can handle multiple tasks- Organized- very fast learner- Helpful- Can work in team- skilled.

· Language
English (Fluent in written and spoken)
Arabic (mother tongue)
French (Fair knowledge)
· Personal Information
Place of Birth: Egypt

Date of Birth: July, 1, 1985
