 Zaheda A. S. Barakat
Mobile: +44 75 36 21 09 41
            +44 75 95 02 30 65

E-mail: zahedabarakat@gmail.com
           z.abdelrahman@gmail.com
Date of Birth: 14/11/1978                                             Nationality: Palestinian

Place of Birth: West Bank, Palestine                               Marital Status: Married
Place of Residence: 5 Lowry Court, Pumping Station Road, London, UK, 

Postal Code: W4 2SL
PROFESSIONAL PROFILE:

I am an enthusiastic and professional person, who enjoys being part of a successful and productive team.  I am quick to grasp new ideas and concepts, and to develop innovative and creative solutions to problems. I am able to work well on my own initiative and can demonstrate high levels of motivation required to meet deadlines.  Even under significant pressure, I possess a strong ability to perform effectively.

ACADEMIC QUALIFICATIONS:
1. Bir-Zeit University, Bir-Zeit, Ramallah- Palestinian Territories
 Bachelor of English Language and Literature, Minor translation (1996- 2000), Average 82.3%
2. Latin Secondary School of Taybeh, Ramallah - Palestinian Territories
 High School Certificate, 1996, Scientific Branch with average 87.2%

3. Palestinian Ministry of Justice, Ramallah - Palestinian Territories
Legal License of Translation & Interpretation, 2006
LAST CAREER SUMMARY:
International Foundation for Electoral Systems (IFES-USAID Project), West Bank & Gaza Program, IFES headquarters is located in Washington DC, USA. (www.ifes.org) 
Job title: Programs Officer
Main responsibilities:

· Media Monitoring: Monitoring of local (Palestinian) newspapers, radio and TV and compilation of relevant news on weekly bases;

· Translation: assistance with translation in meetings; translation of articles and documents;

· Scheduling: assistance in securing and organizing meetings relevant to the Program, such as those with civil society organizations, election officials, candidates, political party and government leaders;

· Program support: assistance in development and implementation of the Program under supervision and guidance of Country Director
· Administrative: assistance in a administrative activities that support the program; coordination of admin activities with the Office Manager
· Reporting: assistance in internal reporting and in providing reports to USAID, such as Field Office internal weekly report and USAID GIS reporting
· Relationships: assistance in development of the relationships with Palestinian institutions 

PREVIOUS EXPERIENCE
· 01/09/2006- 01/07/2008:  Al-Basheer for Development& Creativity (BALAD), Ramallah, near the Ministry of Education 
Job title: Projects Coordinator and then promoted to Public Relations and Fundraising Officer. 
Main responsibilities (Projects Coordinator): 

· Set the annual plan for Balad’s projects
· Prepare budgets and proposals for the projects

· Coordinate and follow-up the implementation of Balad’s projects and programs

· Present progress, administrative, and financial reports during and after the implementation of the projects. 

· In charge of “Bridge for the Next Generations” project for empowering Palestinian young females. I drafted the proposal, presented it to donors, put the work plan for it, supervise and follow-up the implementation of this project step by step, and presented the administrative, operational, and financial report in addition to recommendations for the future steps for the participants. 
Main responsibilities (as Public Relations & Fundraising Officer): 

· Drafted a newsletter to be sent on a regular basis to the stakeholders and potential donors.
· Translation all the projects and activities carried out by Balad and sent them to the interested parties and individuals

· Responsible for the website of Balad (www.balad.ps), the basic materials and content, in addition to translating and editing the contents in Arabic and English. (I was responsible of the first version of the website)

· Conduct field visits and public relations activities to consulates, international organizations, and expected donors. 

· 01/03 – 1/09/2006: Pharmacare for Pharmaceutical & Cosmetics, (Dar al-Shifa’), Industrial Zone, Ramallah 
Job Title: Translator and Training Officer and for the last three months I was the Office Manager for the General Director
Main Responsibilities: 
· I was responsible of translating all the procedures and documents relating to the Drug Master File of the products produced by Pharmacare PLC, in order to apply for the GMP certificate. Pharmacare was accredited in 2007 the GMP Certificate. 
· For the next 3 months, I worked for the General Manager of Pharmacare, Basim Khoury, as the Office Manager, and was responsible for all the correspondences, scheduling the Manager’s meetings and activities as well as the internal affairs of the company’s employees. 
· 10/10/2004 - 01/02/2006: Palestinian Ministry of Interior, Foreign & Diplomatic Affairs Department, Ramallah 
Job Title: Translator 

Main Responsibilities: 
· Interpretation missions (foreign representatives and delegations)

·  Translating reports, researches and correspondences
· Interpreter for training courses delivered by British and American Trainers. 

· I was the interpreter for the British Foreign Affairs Minister, Jack Straw in 2005 during his visit to the Palestinian territories.
· 1/07/2002 – 15/09/2004: Pharmacare for Pharmaceutical & Cosmetics, (Dar al-Shifa’), Industrial Zone, Ramallah 
Job title: Documentation Control Clerk & Training Supervisor
Main responsibilities: 
· Responsible for implementing the documentation procedures and conditions in accordance with the ISO9001 and GMP certificates under the supervision of the Quality Assurance Manager.
· Translating the meeting minutes and reports to be sent to the German partners (Grunenthal) and related parties.

· Conduct internal and external training for the employees.

· Coordination and correspondence with different institutions and NGOs to conduct training courses for Pharmacare employees.

· In charge of editing and reviewing all the documents and records related to the pharmaceutical processes and procedures in terms of structure and English language. 
· 01/01/2002 - 1/07/2002: Partners & CESSCO for Investment, Industrial zone, Ramallah 
Job title: Administrative Assistant 
Main responsibilities: 

· Arrange the managers meetings, agendas and communications
· Supervise and coordinate te company’s projects in Palestine

· In charge of the petty cash and running costs, and internal expenditures. 

· 1/10/2000 – 01/01/2002: Radio & TV Amwaj (local Radio & TV)

Job title: Human Resources and Public Relations Supervisor
Main responsibilities: 

· Responsible of the employees’ attendance, personal files, weekly schedules, tasks and duties of each employee.
· Submit reports to the administration about the work process, violations, remarks and recommendations.

· Responsible for the correspondences with all the foreign NGO’s and the Representative offices operating in Palestine as well the local partners and potential customers.

· Cooperation with the marketing department for campaigns, locating and targeting patrons and customers for the radio and TV. 

· 1/07/2000 – 01/10/2000: Palestinian Working Women Society (PWWS), Ramallah
Job title: Translator & Journalist 
Main responsibilities: 

· Pursue and cover all the Society’s activities in West Bank Districts
· Translate these activities into English and circulate them to donors

· Upload the English version in the website of the Society

· Coordinate the society’s ads and reports that are published in the local daily newspapers. 

VOCATIONAL COURSES:

· ZOOM Computer Center, Ramallah, (1999-2000)
      A comprehensive training in computer skills: Windows, MS Office (Word & Excel), Power Point, Outlook Express (and Microsoft Outlook), and internet. 
· GALAXY Center, Ramallah (50 Training hours), 24/6 – 4/9/2001
A training Course in “English Conversational Skills”.
· International Standardization Organization (ISO) in coordination with the Palestinian Standard Institute (PSI), 17-18 March 2004
     A Course in “ISO9000:2000”, for 16 hours of training.
· National Criminal Investigation Service (NCIS) & National Terrorist Financial Investigation Unit (NTFIU), 9th – 10th December 2004

“Terrorist Financial Investigation” held in coordination with the Palestinian Ministry of Interior; I was only interpreter for the British trainers after the training. 
· General Consulting & Training, August 15th – 17th 2006

“Train of Trainers” Course for 24 hours of training 

· Horizon Center, Ramallah, February 2007
MS-Project Training Course, 40 training hours
· BRIDGE-Project, Ein Al-Sokhna-Egypt, November-December 2008
Train the Facilitator (TtF) workshop for BRIDGE Trainer (Building                                  Resources in Democracy, Governance and Elections) two weeks training. 

Website: http://bridge-project.org/ 

TRANSLATION WORKS:

1. English-Arabic Translator for Health Research Associates, INC, Seattle- USA via PROZ.COM. I have worked with HRA for three months in conducting research that included translation, proofreading, interviewing a sample of targeted patients and assessing the results and drawing the conclusions.  

2. English- Arabic Translation for “How Palestinians & Israelis Negotiate”, written by Tamara Coffman Wittes, 2007
3. Arabic-English Translation for the famous Egyptian novelist Yousef Al-Siba’e “Land of Hypocrisy”, 2004
4. Arabic- English translation for a book written by Dr. Jhantous Jeries Jhantous, titled “Tolerance, Love and Fraternity in the Celestial Religions: Christianity, Islam and Jewish”, 2003.
5. I have worked as translator for several services centers since 1998 until the moment.
6. I worked in translating law contexts and researches for the Master Degree students in Bir-Zeit University for three successive semesters, 2004
AFFILIATIONS:
· 2006, member in the Pharmaceutical Industries Labor Association in Palestine, Logistic Support Unit. I was nominated to head or co-head the Woman Affairs Department.
· Member in the General Union of Palestine Labor Vocational Association, I worked there as a translator (Volunteering) and responsible for communicating with the donors and the international organizations. 
INTERNATIONAL PARTICIPATION

· 2007, United States of America, Washington: The International Women’s Democracy Center & Peace X Peace Organization (Women’s Action committee), 8 May 2007. I participated in the “Community Advocate Mentor Program” implemented in Washington DC and included 7 Palestinian women for reinforcing their lobbying and advocacy skills. The program lasted for ten days. (http://www.iwdc.org/programs/CAMP2007.htm) 
· 2008, United Kingdom, different parts of UK: Britain-Palestine Twinning Initiative. I was one of 12 Palestinian women who came as part of the Britain-Palestine Twinning committees’ celebration of International Woman’s Day. I with my partner went to Camden, Birmingham, Walsall, Watford, Dudley and other towns and cities. (http://www.twinningwithpalestine.net)  
LANGUAGES:
	Language
	Conversation
	Reading
	Writing

	1. Arabic
	· Excellent
	· Excellent
	· Excellent

	2. English
	· Excellent
	· Excellent
	· Excellent

	3. French
	· Fair
	· Fair
	· Poor


REFERENCES:
	Name
	Title
	Contact No.

	1. Vladimir Pran
	Chief of Party, International Foundation for Electoral Systems (IFES)

	Tel.: +972 2 2402462
Mobile: +972 599 255 848

            +972 54 565 4934



	2. Iyad Barakat
	CEO of OpenOn, 1 lyric Square, Hammersmith 

	Tel.: +44 (0) 20 31 787 149
Mobile:  +44 75 950 230 64

	3. Geoffry Russel
	Managing Director, Chicaboo ltd, Hammersmith
	Tel.: +44 (0) 20 31 787 149



