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Date of Birth: 15 December, 1979.

Marital Status: Married

Address: P.O. Box Helwan, Cairo, Egypt

Contact Number: Mobile No. 01227346367 Home No. 02 27647922

Email: yasserpresidency@yahoo.com
EDUCATION

University: B.A. Degree in English (Languages & Translation) by the faculty of ART (2001) 

University of Helwan, Cairo.    Graduate: Very Good.

Secondary School: General Secondary Certificate, 1997

Salah Salem Secondary School, Cairo.

 KNOWLEDGE 
 Correct Arabic / English / French usage, grammar, spelling, and punctuation 

 MS Office Application; Word, Excel, Access, Power Point, MS Project 

 Modern office methods and procedures, equipment and filing systems; Business letters – and report – writing techniques. 

 Key Skills: 
Communication - excellent oral communication and linguistic skills and a keen sense of attention to details. 

Learning and Developing- especially seeking opportunities to develop skills; trying new approaches to improve working practices and engaging with wider organizational issues. Ability to multi-task and change direction quickly 

Problem solving - Resolves in-depth queries in a methodical manner independently and with internal and external business partners to find appropriate resolutions, efficiencies and high level of quality, work under pressure 

Team Player - Enjoys sharing knowledge and encouraging development of others to achieve specific team goals. Strong work ethic, management and leadership skills 

Planning and organizing - Refined planning and organizational skills that balance work, team support and ad-hoc responsibilities in a timely and professional manner. ability to work under pressure and according to tight deadlines. 

Systems knowledge - Fair in MS office applications namely; word and excel.

 WORK EXPERIENCE

June 2003 – to date                                                      Owner and Project Coordinator
Knowledge Translation Services

March 2011 – August 2011   
Translator & Document Controller (on project basis)
Arab translation Academy

 Managing & controlling of all company commercial and technical documents. 

 Drafting all company's agreements and outgoing letters and MOMs. 

 proper document keeping and communicating with other departments regarding documents and files 

 Implementing processes and tools, providing system reports, maintaining and updating electronic information systems, distributing documents, and ensuring accuracy. 

 Ensuring regulatory procedures and changes are followed 

 Makes sure that controlled copies of latest approved documents and drawings are given to the appropriate staff, subcontractors and suppliers as applicable 

 Input document data into the standard registers ensuring that the information is accurate and up to date. 

 Effectively follow the company’s standard operating procedures in submissions of documents. 

 Submitting corporate documents punctually and with quality; ensure that all documents have no errors in filenames, submissions, etc before submitting it to the nest department to avoid confusion. 

April 2008 – July 2009
Translation and Documentation Specialist
Computer and Internet world
 Responsible for providing translation and interpretation into both English and Arabic for all Company sections. 

 Translate variety of documents (such as Policies and Procedures, Agreements, Security Tips, Quotations, Presentations, Press Releases, Forms, BIOs, etc…) and IT project materials into Arabic or English assuring to capture the same technical meaning. 

 Translation of outgoing press releases, statements and articles produced by the Press and Public Affairs team. 

 Development and formatting of any documentation material covering all stages from rough draft to final production. 

 Review and effectively critique work for quality, consistency and efficiency, with strong attention to details. 

 Work on editing/ searching for/ developing training material. 

 Create, update, QA, and reformat a vast number of proposals, solutions, policies, procedures, presentations, manuals, guidelines, agreements etc….. 

Feb 2002 -To Date  
Translator (Free Lancer) Qatar Today Magazine, PC World Egypt Magazine, Al Alamia Translation Office

 Translate all sorts of documents, manuals, booklets, adverts, and Books from English to Arabic and vice versa, especially legal documents. 

