Curriculum Vitae
DALIA ABDL HAKIM 
Date of birth: 1st January 1981

Nationality: Egyptian

Marital status: Single
Home / Postal Address: Villa 6A, 7th Street, Muijiea, Majlood, Al Basra,                                    Al Ain, UAE  


Mobile: 050-5936184        Email: viola123452003@yahoo.co.uk 



Profile

· Experienced in legal, educational, Security, military and commercial translation       
· Experienced in managerial assistance
· Experienced as a school teacher
· I have 4 years of working in a computer environment and looking for a challenging new team to join
· I have excellent PC skills and fully conversant with numbers  
· I am a team player, very self motivated and capable of working independently


Education

Last school attended: Alexandria Girls High school, Alexandria, Egypt.
Qualifications: A levels in Biology, Chemistry, Technical Drawing, English, German, Geology, Philosophy, Logics and Science.


Languages and Interests
Arabic – Native language.   
English – Fluent: (speaking, reading and writing).   

German – Basic.        
Outside interests: Reading, Cultures, Music, Sports, Movies, Fashion and Beauty.


Courses
Specific Education College Alex University – Teaching              


Key skills

· Computer Literate: Word, Excel, Internet, PowerPoint, Sage 50, Acrobat

· Team player
· Fast learner
· Customer Relations
· Motivated

Career History

· Translator / Project Assistant
November 2008 to date,
Employer: Olive Group Holdings Limited – Abu Dhabi.

Location: Al Ain Leadership Assessment and Training Camp, Nahil – Al Ain. 

Duties

1. Conducted high importance correspondence for the company at Sheiks and Cabinet levels.

2. Interpreted meetings with VIP government officials.

3. Translated letters and requests for presidents, Princes and Ministers of Qatar, KSA, UAE, Iraq and Kuwait.

4. Translated more than 500 types of military and security training courses and operations such as: (refer to separate list for examples)
5. Translated documents of high importance and confidential tenders.
6. Translated all types of legal documents, memorandums, letters and requests.

7. Awarded a certificate of appreciation from Abu Dhabi Civil Services Department.

8. Translated psychometric and 15FQ+ personality tests.

9. Translated security and military presentations and documentation.
10. Interpreted assessment feedback sessions for high ranking Abu Dhabi Civil Service and State Police delegates.

11. Translated assessment and development presentations, workshops and tasks for the Abu Dhabi National Programme for Leadership Development.    


· Admin Assistant / Materials Controller
December 2007 to November 2008.

Employer: Oger Abu Dhabi

Location: UAE University Campus Project – Al Ain – UAE.
Duties

1. Setting schedules for senior management, general administration, maintenance and Internal liaisons, typing, receiving, sending letters and faxes and correspondences etc.

2. Receiving material samples from suppliers and compare to the attached technical data sheets.

3. Translating materials' technical data sheets for Arabic speaking engineers.

4. Following up with suppliers for the required items. Letters, Certificates, Warranties etc.

5. Reviewing documents received by the department, and archiving of files.
6. Taking photos of samples and mock-ups for archiving.
7. Updating daily log of the material department activities.


· Office and Sales Manager
January 2007 to December 2007
Employer: trust solutions.
Location: Alexandria, Egypt.
Duties

1. First line administration to new customers.

2. Sales Representative.

3. Collections of Imports.

4. Setting Schedules for Senior Management.

5. General administration for office (Maintenance, Housekeeping and Customer and Internal Liaisons).



· Teacher (Part – Time)
January 2006 to December 2006 

Employer: Aux E'coles La Liberté Lycée.
Location: Alexandria, Egypt.
Duties

1. Teaching primary School students most subjects including science, history, geography, PSHE, ICT, Art, design, technology and Music and Physical Education as well as national literacy strategies.

2. Supervising one Classroom Assistant, organising events, PTA evenings and pastoral care.
3. Organising, lunchtime and after school clubs and sponsored events.

4. Developing students' interests, abilities and co-ordination by way of creative activities.
5. Developing students' interests, abilities and co-ordination by way of creative activities.

6. Teaching children with English as a second language.



Sales and Marketing Manager

January 2002 to January 2006 

Employer: ICCO Computer and communications.

Location: Alexandria. Egypt.
Duties
1. First line administration to new customers.
2. Sales Representative.

3. Collections of Imports.

4. Setting Schedules for Senior Management.

5. General Administration for Office (Maintenance, Housekeeping and Customer and Internal Liaisons).


 Examples of Security and Military Training Documents
1. Command and Control of Cordons
2. Public Order Operations
3. Access Control
4. Terrorism Attack Phases
5. Weapon Recognition
6. Types of Terrorist Activities
7. CNI Missions
8. Rules of Engagement
9. Target Indication
10. Guards Post and Patrols
11. ECP Operations
12. ICP Training
13. Conflict Resolution
14. Surveillance and Counter Surveillance
15. Human Rights and The Use of  Force

16. Alert Status and Codes
17. Dealing With Public
18. Protective Barriers and Protecting Perimeters

19. Searching Personnel and Vehicles

20. First Aid on (bleeding, burns, difficulty of breathing, BCDT and unresponsive soldiers)

21. Foot and Vehicle patrols

22. Reaction to Combat

23. Demining

24. Pipe Line Security

25. Close Protection
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