






	Duties

	  Classroom management; 

  Planning, preparing and delivering lessons to a range of classes and age groups.
  Preparing and setting tests, examination papers, and exercises. 

  Marking and providing appropriate feedback on oral and written work.
  Devising, writing and producing new materials, including audio and visual resources. 

  Attending and contributing to training sessions.
  Basic administration, such as keeping student registers and attendance records.

	


	

	Freelance Translator
January 2002 – March 2005


	Duties

	·  Follow ethical codes that protect the confidentiality of information.

·  Identify and resolve conflicts related to the meanings of words, concepts, practices, or behaviors.

·  Read written materials such as legal documents, scientific works, or news reports, and rewrite material into specified languages.

·  Refer to reference materials such as dictionaries, lexicons, encyclopedias, and computerized terminology banks as needed to ensure translation accuracy.

· Check original texts or confer with authors to ensure that translations retain the content, meaning, and feeling of the original material.

	

	


	Secretary

Tarabishi Textiles, Aleppo, SAR

March 1998 – March 2002

Duties

Responsible for making appointment, classifying documents, preparing meetings, coordinating between several factory departments, establish work plans, check timetables, promote discipline in the office and create an appropriate framework for all employees as required.




Bachelor Degree, English Literature 2005.
University of Aleppo. Faculty of Arts and Humanities, Department of English.

Date of Birth:
January 13, 1979

                                                                     Nationality:             Syrian
Civil Status:

Married

Children:

3(a daughter and 2 sons)

Languages:

Arabic (mother tongue)




English (excellent)

                                    French (beginner)


                                    Turkish (beginner)


·  Proficient in Microsoft Office (Word, Excel, PowerPoint and Outlook).
·  Learning/Computer Blending 2009.
Address: Rasaf Yolu, Benevler, Gaziantep, Turkey.�
�
Email address: waelhaji@gmail.com/waelhaji@hotmail.com�
�
Mobile Phone: 0090 (0)539 767 6513�
�












Wael Haji Mohamad





PERSONAL SUMMARY





Seeking a challenging placement where I can employ my full potential and utilize my former retail experience in a professional progressive organization, equipped with a degree in English Literature, excellent computer skills, and an eagerness to achieve and succeed.





AREAS OF EXPERTISE





Education�
Translation�
Secretary�
�






CAREER HISTORY





English Teacher�
�
Ministry of Education, Aleppo, SAR�
�
May 2008 – April 2014�
�






ACADEMIC





PERSONAL DETAILS





SPECIAL SKILL AND TRAINING 








