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Personal Data:
	Name
	:
	Janet Baker Hassan Awad

	Date & Place of Birth
	:
	2nd April, 1986-Amman

	Nationality
	:
	Jordanian

	Marital Status
	:
	Single



Current Address:
	Mobile
	:
	079 6860 813

	E-mail
	:
	Janetawad4@yahoo.com




Educational Background:

· Jordan University, Faculty of Arts, B.A in Applied English, (very good degree), 2008.
·  General Secondary Education Certificate – Literary Stream (92.2%), Hai Al-Amawi School- Amman, Jordan- 2004.
Related Courses:
· English Language for Legal Purposes

· English Language for Tourism

· Written and Simultaneous Translation

· English Language for Media

· English Language used in Hotel Management

Professional Experience:
· Office Manager and Translator, Mediatic. Amman, Jordan, Feb 2009- Apr 2011
· Office Manager, Business Soft. Amman, Jordan, July 2008- Jan 2008
· Freelance Translator, LG Levant, Jan 2011.
· Develop and maintain filing system.

· Responsible for maintaining office supplies.    

· Facilitate travel arrangements and make hotel reservations.
· Send faxes, emails and receive calls

· Type formal letters
· Freelance Translator, Mercy Corps International (MC). Amman, Jordan, Jan 2008- Jun 2008.
· Office Assistant, Mercy Corps International (MC). Amman, Jordan, July 2006- July 2008.
· Develop and maintain filing system.

· Responsible for maintaining office supplies.    

· Facilitate travel arrangements both local and international for senior program staff.
· Making hotel reservations for international staff.
MC is an international organization works amid disasters, chronic poverty and instability to unleash the potential of people who can win against impossible odds.
Extracurricular Activities:
· Quick learner, deadline and detail-oriented.

· Critical thinking and analysis skills.

· Ability to work under pressure and always open to new ideas.

· Ability to work with a team.
Languages
 Native Arabic speaker.

 Very good command of all aspects of English.

 Basic command of Hebrew

Computer Programs
 Microsoft Office: Fluent in all applications (Word, Power Point and Excel).
 Microsoft Office 2007: basic knowledge of its applications 
Training courses and workshops
 Advanced Participation Methods level I, Mercy Corps
, 12-14 Nov 2006
References:
Credentials will be furnished upon request.
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