Resume
Full Name: Mrs. Jameela Jassim Rashid Al Mohannadi
Contact Details

Mailing address: P.O. Box 10254 – Manama - Bahrain
Email address:  ashaar@yahoo.com
NATIONALITY: Bahraini
 Objective: 
Seeking a position as a freelancer translator (English to Arabic). 
Profile Statement

My work experience and educational background have given me an excellent training in internet search and using computer applications in general. I was a computer specialist I.T. Support for 8 years have developed supporting en-users, office automation, and administration.  Accurate, fast keying skills and knowledge of most computer applications. Proven ability to collect and manage information efficiently and accurately. Excellent written and verbal communication skills and a strong desire to work hard and perform well.

Skilled in planning and organizing with the ability to complete tasks on deadline. An independent worker who successfully met the challenges of a fast-paced environment providing data entry and administrative support to a large department. Sound knowledge of database management tools and data entry technologies.

Have successfully performed a number of data entry and clerical tasks. A proven track record of efficiency and accuracy in managing multiple functions, solving problems, maintaining confidentiality and producing quality work.
Translated many documents from English to Arabic for Non Arabic users related to private sector training purposes.
Work Experience

*Data Entry Clerk / Dealer – National Bank of Abu Dhabi - 1996 – Bahrain
*IT Support (BIBF) – 1996-2001

*Freelancer-Translator English to Arabic -2009-2013

*Freelancer Graphic Design ( PowerPoint) – 2009-2013

*Freelancer Spreadsheet Design ( MS Excel) – 2009-2013

* Freelancer Web-Content Updating – 2013

*Freelancer MS Access Database creater-2013

Capabilities

•prepared documents / deals for data entry

•verified, updated and corrected source documents

•entered data into designated database and forms

•checked printouts for errors and performed statistical checks for accuracy

•stored and managed completed documents

•set up and maintained files according to company procedures

•recorded all tasks and activities

•prepared and submitted reports

•prepared written documents

•performed daily control functions
•Support software application and handle users troubleshooting
Education

University of Maryland, Overseas Division 

BSc.  Information System Management- 1998
Professional Development (Certification)
Microsoft Certified Professional (MCP-1999)

Database Training Course

Diploma in Database Management – Gulf Academy – Bahrain -1993

Technical Skills

 •MS Word and MS Power Point
• MS Excel

•MS Access

•Typing skills 

•Excellent spelling and grammar skills

•Database management
• Internet Search
• Desktop Publishing
• Proofreading and Translation English to Arabic
Core Competencies

•organizational and planning skills

•prioritizing

•communication skills

•data collection and management

•attention to detail

•problem-solving

•confidentiality

•stress tolerance

•reliability

Available on request
Example of Translation from English to Arabic

English Text before Translation

CLEANING THE INTERNAL FILTER:  WARNING! DANGER!  UNPLUG THE DRYER FROM THE ELECTRICAL OUTLET BEFORE PROCEEDING.  The internal filter is located inside the dryer case, on the rear of the motor assembly.  To access it, remove the Phillips-head screws (H) from all four sides of the front panel (I), and slide the motor assembly (B) from the case.  Remove the dome shaped internal filter (A), and clean it with warm soapy water. Rinse the filter, and allow it to dry completely before placing it back onto the unit.  After placing the filter back onto the motor assembly (B), make sure the wire nuts that hold the respective wires together have not come loose.

Arabic Text after Translation

تنظيف الفلتر الداخليى:  تحذير! خطر!  قم بفصل السلك عن مأخذ التيار الكهربائي قبل الشروع -   فى التنظيف- الفلترالداخليى  وهو  يقع, على الجزء الخلفي من موتور المنشفة. يمكن الوصول إليه،عن طريق إزالة فيليبس المساميراللولبية التى يمكن فكها باستخدام مفكات (ح)  من جميع الجوانب الأربعة في اللوحة الأمامية.(ط) و بعد ذلك قم بتمرير محرك المنشفة (ب) ومن  ثم قم بإزالة الفلتر الداخليى شكل قبة (ا) وقم بتنظيفة بالماءالدافىء والصابون والسماح للفتر ان يجف قبل  اسخدامة. ومن ثم قو بإعادة الفلتر الى مكانة. تأكد من أن الأسلاك موصلة  ببعضه جيدا و لم ترتخي. والان يمكنك تشغيل المحرك واستخدام المنشفة.
