Mai Alaa El-Dien Saud Muhammad
E-mail: mai-alaa@live.com
Mobile 1: (+20) 106 66 14 779

Mobile 2: (+20) 115 15 35 570
Telephone: (+20) 22 48 29 156

Address: 17 El-Fardos St., Ahmed Saeed St. Ext. - El-Fardos Towers (In Front of Taki) - Tower (A) Floor 9 Flat 24, El-Thaher – Cairo, Egypt.

Postal Code: 11381
Objective
Seeking a work opportunity and a challenge through which I can enhance my personal, communication, technical and analytical skills.

Education

High School: St. Fatima Language School
Graduation Year: 2005

Grade: 83% (Very Good)
Degree: Thanwya Amma
University: Ain Shams University

Faculty: Faculty of Arts

Major: English Language and Literature
Graduation Year: 2009

Grade: Good
- In progress: Translation Diploma at the AUC, Foundation Phase (April 1st, 2014 till Now).
Language Skills

- Arabic (native: reading, writing, & speaking)

- English (fluent: reading, writing, & speaking)

- French (fair)

Computer Skills & CAT Tools
- Microsoft Word

- Microsoft PowerPoint

- Microsoft Excel

- Trados Workbench 2007, TagEditor, Trados Studio 2011 & Trados WinAlign
- LionBridge, Translation Workspace

- LionBridge, Linguistic Tool Box / Logoport
- Word Fast Anywhere (Online Translation Memory)

- Google Translator Toolkit (Online Translation Memory)
- MemoQ (Online Translation Memory)

- MemSource (Online translation tool, using a free account in addition to clients’ accounts).

- In Progress: Self-Training on how to use “Across PE” (Standalone Personal Edition and as a Standby Remote Client) / Self-Training on how to use Trados 2014.
Personal Skills

- I can communicate easily with people, well organized.
- I can work under stress, quick learner and I always seek perfection in my service delivery.
- I love to explore new things and I have a strong research and analytical skills.
- I can successfully work in a team and able to meet deadlines.
- I love organizing parties & visits to orphanages & hospitals.

- I can handle working as a team leader.

Courses

- ICDL (International Computer Driving License) Course (syllabus version: 4.0) on 16\02\2009 – from: Central Agency for Public Mobilization & Statistics
- From 23\06\2008 to 25\06\2008 I have successfully attended CMPETE session & workshop that cover:

Creative Thinking & Problem Solving

Negotiation Skills

Communication Skills

Feasibility Study

- From 3\08\2008 to 12\08\2008 I have attended Zedny's Change Management course with the following content:

Change Management

Negative Emotions

Problem Solving

Self Confidence

Stress Management
Work Experience

Orchtech / Offshoring Translation for (Targemli for Translation & Localization)

October 26th, 2014 till Now

Title: Senior En<>Ar Translator & Editor
Duties:
· Offering different Translation Services.

· Offering different Review, Proofreading, Editing & Transcription Services.

· Offering volunteer Services in “How to use CAT Tools”

· Responsible for distributing tasks to translators and track their translation & editing status.

· Responsible for technical tasks, such as: preparing QA reports, converting PDF & Images into MS Documents, documents comparison, formatting files in order to maintain the source format in the target language (DTP alike) and TM alignment.

· Preparing Distribution Sheets and Reports to track the projects' status.

· Translation of assigned texts to a high quality, using online search and specialized dictionaries – where applicable. 

· Organization and efficient time management. 

· Commitment to deadlines. 

· Other duties as assigned by Line Manager 

· Using CAT tools to facilitate the translation process and checking every possible way to use the documents in CAT tools.

Transtec Translation & Localization
June 29th, 2014 till Now

Title: Part-Time Senior En <> Ar Translator
Duties:
· Offering different Translation Services.

· Offering different Review, Proofreading, Editing & Transcription Services.

· Offering volunteer Services in “How to use CAT Tools”

· Responsible for technical tasks, such as: preparing QA reports, converting PDF & Images into MS Documents, documents comparison, formatting files in order to maintain the source format in the target language (DTP alike) and TM alignment.
· Responsible for copyediting tasks.

· Using translation CAT tools to facilitate the translation process and checking every possible way to use the documents in CAT tools.
Al-Boraq Translation Services (ABTS)
March 10th, 2013 to August 31st, 2014
Title: Full-Time Senior En <> Ar Translator & Editor
Duties:
· Offering different translation, editing and proofreading services.
· Reading and translating through original material and rewriting it in the target language, ensuring that the meaning of the source text is retained.
· Responsible for distributing tasks to translators and track their translation & editing status.

· Responsible for technical tasks, such as: preparing QA reports, converting PDF & Images into MS Documents, documents comparison, formatting files in order to maintain the source format in the target language (DTP alike) and TM alignment.

· Preparing Distribution Sheets and Reports to track the projects' status.

· Responsible for copyediting tasks.

· Working on some tasks as a project leader in which I am responsible for the following:

a) Tracking the translation status of other translators
b) Supporting other translators

c) Translating, editing, distributing Tasks and Documents

d) Maintain the source format in the target language
e) Converting PDF into MS documents

f) Responsible for TM alignment for the projects in which Trados and other translation memories software are not used
g) Running QA reports to keep the documents' consistency.
h) Removing Protection from "Protected Documents" and converting it into documents that could be opened in Trados 2011.

· Using CAT tools to facilitate the translation process and checking every possible way to use the documents in CAT tools.

________________________________________________________
My Freelancing Services
"Freelance Translation and Localization Services"

November 2011 till Now
Title: Senior (En <> Ar) Translator& Editor
Freelance S. Translator with Nile Bridge (April 26th, 2014 till Now)

Freelance S. Translator with 4LØcalize Translation Agency (Jan. 1st 2014 till Now)

Freelance S. Translator with Transpac Technology Inc. (April 11th 2013 till Now)

Freelance S. Translator with Nour Localization Services (Novemeber 2011 till Now)
Volunteer Translator at TermWiki Website
Duties:

· Offering different Translation Services.
· Offering different Review, Proofreading, Editing & Transcription Services.
· Preparing QA reports & converting PDF into MS documents.
· Offering volunteer translation and editing services.
· Using translation CAT tools to facilitate the translation process.

________________________________________________________

Data Management Systems (DMS International)

October 2012 to March 2013

Title: Translator & Documenter

Duties:

· Take material written in one language and write it in another one that is more suitable to the culture of the target language.

· Enable clients and business partners who do not speak the same language through translating “Software User Guides” to make it easier to the reader to understand.

· Reviewing and Proofreading previously translated files to make sure that all the expression and terminology are unified.

· Main focus on “Software User Guide” Translation along with legal, marketing and general Translation.

· Writing “Software User Guides” for all kinds of software user guides with special focus on the company’s software such as financial software and clinical software.

· Couple industry knowledge and writing skills to produce manuals, guidelines and other materials.

· Edit existing documents and keep records of any new changes.

· Work with vendors and production managers to assemble materials for product description and user manuals.

· Meet with the software developers to get an overview about the product in order to write a fully detailed user manual.

________________________________________________________
Etisal International
November 2011 to September 2012
Title: Off-Shoring Call Center Agent (Mobily Project)
Duties:
· Answer phone calls and respond to customer requests.

· Support and provide superior service via phones.

· Use questioning and listening skills that support effective telephone communication.
· Effectively deal with job stress, angry callers, and upset customers.
· Apply the elements of building positive rapport with different types of customers over the phone.
· Apply the proper telephone etiquette to satisfy various customer situations.
· Apply appropriate actions to effectively control a telephone call.
· Provide personalized customer service of the highest level.
· Provide customers with product and service information.
· Complete call logs and reports.
· Research billing issues and misapplied payments.
· Other duties as assigned per task.
________________________________________________________

Security Kaizen Magazine & BlueKaizen News (BK News)
March 2011 to July 2012

Title: Volunteer Translator, Proofreader & Editor
Duties:

· Offering Volunteer Translation Services.
· Offering Volunteer Review, Proofread and Editing Services.

· Maintaining documents' format.
________________________________________________________

Soft Localize
August 2010 to October 2011

Title: Translator & Proofreader
Duties:

· Offering Technical Translation Services.

· Offering Marketing & Legal Translation Services.
· Offering General Translation Services.

· Offering Review, Proofreading and Editing Services.
· Running Logoport QA reports to maintain documents' consistency.

· Using translation CAT tools to facilitate the translation process.
________________________________________________________

Manaret Heliopolis Language School
August 2009 to August 2010
Title: Teacher of English Language & Mathematics
Duties:

· Teaching English Language and Mathematics for KGs.
· Teaching KGs how to read and write English Alphabets.
· Teaching KGs how to pronounce letters’ sounds.

· Teaching KGs how to recognize new English words through visual aids.

· Teaching KGs how to count numbers, addition and subtraction.

· Teaching KGs how to write numbers.

· Teaching KGs new manners, habits and songs.
· Help KGs in learning how to use computers.
Other Activities

Team Work:

- I have participated in organizing the "Environment's Day Festival held by the Faculty of Arts, Ain Shams University" (2008).
- I have participated in a visit to an orphanage & 57357 Hospital.

Leadership:

- I have organized a visit to an orphanage.
Personal Data
Date of birth: February 12th, 1988

Nationality: Egyptian

Marital Status: Single

Hobbies

- Reading

- Writing
- Surfing the net for new articles and work tips
