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 1 Maahad El Horreyya st., Manshiet El Tahrir, Ain Shams, Cairo, Egypt
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 (+2) 0100 4004911 
Email 
 marwaa.elnaggar@gmail.com 

BA English Literature & Linguistics, Faculty of Arts, Ain Shams University, 1995. 


March 2015 – Present : FreeLancer Translator
· Translating several types of documents; general, commercial, technical, legal and official documents

· Auditing several types of documents translated by others; general, commercial, technical, legal and official documents and correcting them in terms of Grammar, Style and Punctuation.
April 2010 – Feb 2015: HR Manager Talent Engineering Company
Responsibilities:
· Recruiting and staffing; job postings, conducting interviews, giving recommendations and issuing job offers.

· Designing and applying Performance management and improvement systems.
· Organization development.
· Employee orientation, training and development.
· Policy development and documentation.
· Company employee communication.
· Employee safety, welfare and health.
· Planning, supervising and coordinating the activities related to employee relations.

· Guide the managers and other employees in matters related to career development, employee relations, workplace ethics and performance management.
· Conducting exit interviews during employee terminations and resignations.
Feb. 2009 – Sep. 2009: HR Manager – LinkEgypt
Responsible for:

· Managing the recruitment process including: 

· Writing job descriptions
· Placing adverts with online job boards 
· Arranging interviews
· Conducting interviews

· Making job offers

· Taking up references and organizing start dates.

· Maintain/update existing policies and procedures. 
· Preparing employee separation notices and related documentation, and conduct exit interviews to determine reasons behind separation.

· Representing company at personnel-related hearings and investigations.
· Design and implement an integrated performance management process.

· Ensure all new legislation is informed to relevant personnel.
Nov 2007 – Jan. 2009: Personal Assistant for the G.M. / SCADA Innovations

Responsible for:

· The GM's correspondences & contracts.
· Arranging appointments for the GM.
· Acting as an HR specialist for the company.

· Attending training seminars held by the company.

· Booking Flight tickets. 

· Distributing projects' documents and following up with the division managers till receiving a copy of the final technical and financial offer.
· QA of the outgoing offers in terms of linguistics.
· Supervising a junior secretary and the office boys.
Oct. 2006 – Sept. 2007: Executive Secretary / EviroCivec Co. - Wastewater treatment Plant – El-Gabal 
 El- Asfar

Responsible for:

· Fully responsible for the CRE's correspondences, contracts.
· Responsible for translation.

· Fully responsible for filing the soft & hard copies of official documents. 

· Responsible for Hotel reservation.

Jan. 1999 –June 2005 Office Manager/ Servomed Co.
Responsible for:

· Responsible for the GM's faxes & emails correspondences, contracts & surfing the internet.
· Responsible for translation.

· Responsible for filing the soft & hard copies of official documents. 

· Responsible for booking Flight tickets 

· Responsible for Hotel reservation for the foreign guests.

· Responsible for Arranging for newspaper advertisements. 

· Responsible for Purchasing, office machinery and the stationary supplies.

· Responsible for Supervising two junior secretaries and office boys. 

Jan. 1997 – Jan. 1999: Executive Secretary/ Servomed Co.
Responsible for:

· Responsible for Scheduling appointments for the GM.
· Responsible for Handling incoming and out going emails and faxes.
· Responsible for Filing. 
· Responsible for Hotel reservation for our foreign guests.
· Responsible for Newspaper Ads.

· Responsible for Preparing offers and contracts for the sales & maintenance staff.

March. 1996 – Dec. 1996: Secretary/ Trans World Medical Supplies.
Responsible for:

· Responsible for Handling incoming and outgoing calls and correspondence.
· Responsible for Filing. 
· Responsible for Hotel reservation for our foreign guests.

· Responsible for Newspaper Ads.


· Mini MBA Certificate in HR - Knowledge Academy, with the following content:

· HR Planning.

· Organizational Behavior.

· Performance Appraisal & Compensation and Benefits. 

· Strategic Management.

· Advanced Management and Leadership.

· Training and Development.

· Two "Human resources from Theory to Practice" courses.

· The Seven Habits Of Highly Effective People

· The Training of the Trainers.

· Self Management

· Leadership.

· Planning.

· Communication Skills.

· Principles of Marketing

· Customer Service.


Computer skills:

Windows XP, office 2003 (Word, Excel & PowerPoint), excellent use of computer and internet utilities.
Typing skills:

Very good speed in typing both in English and Arabic 

Language skills:

Fluent English 

Fair French
Translation skills:

From English to Arabic and vise versa.
Special skills:
Instructed the following lectures as a volunteer:
· How to be Proactive
· Time Management

· Men are from Mars, Women are from Venus.

8th of Sep., 1974
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