	
	Merouane Elhatib

	
	Editor


	
	PERSONAL SUMMARY

	AREAS OF EXPERTISE
	

	Writing & Copy editing

Proofreading

Translating economic, legal and political documents

Terminology
Editorial judgment

People management


	Meticulous, accomplished & reliable Editor with comprehensive experience in writing, editing & established ability to translate various types of documents from a source language to a target language. A quick learner who can absorb new ideas & can communicate clearly & effectively with people from all social & professional backgrounds. Flexible in the ability to adapt to challenges when they arise & at the same time remaining aware of professional roles & boundaries & fully aware of diversity & multicultural issues.

Skilled in translating, writing & editing ; technically proficient in Adobe PageMaker, Photoshop, Acrobat, Windows 95/98,  2000, XP, Windows 7. Fluent in Arabic, French & English. Writing & Editing.

Willing to perform at least 25 hours per week, I’m now looking for a new & a challenging editorial position, one which will make best use of my existing skills & experience & also further my development.

	
	WORK EXPERIENCE

	
	INTERIOR DEPARTMENT             Rabat, Morocco.                                     ADMINISTRATIVE CLERK             April 2013– Present                            DEPARTMENT OF HOME AFFAIRS
Duties :
· Perform comprehensive editing services on strategic, financial, economic, political, operational, and analytic reports for the central administration of the territory in Arabic & French.

· Produces the administration's quarterly newsletter, including writing, editing, and proofreading copy.

· Operate a computer terminal to input & retrieve data & also posts data in record books.

· Adjusts complaints & gives information to claimants & employees.

· Opens & routes incoming mail, answers correspondence, & prepares outgoing mail, also operates office machines, such as typewriter, calculating, fax & duplicating machines.

· Prepares, issues, & sends out receipts, bills, policies, statements, & checks.

Webhelp COMPANY                      Rabat, Morocco.                                                                                        TEAM SUPERVISOR  & BUSINESS TRAINER        November 2011 – April 2013 DEBT COLLECTION DEPARTMENT “ BANQUE ACCORD”
Duties :
· Manage staff & work allocation using sign in/out facility, diaries, preferred work pattern, results & skills recording.
· Manage the scheduling & deployment of staff by fluctuating demand, skills & availability.

· Communicate & notify staff of their schedules direct from system via email, phone or SMS.

· Prepare payroll & manages absence, sickness, contracts, CV’s and diaries.

· Monitor activities of all staff at any given time.

· Liaising with clients to discuss any unclear points. 

· Advising staff on issues of debt collection & communication techniques. 

· Creating, editing & proofreading written material for ongoing training from French to Arabic & English to Arabic. 

· Set up conferences e.g. speakers, sessions, delegates, venues.

· Providing guidance & feedback & creating customer-specific style guides. 

· Identify areas of concern on current situation.

· Use reporting to forecast future service demands.

Webhelp COMPANY                      Rabat, Morocco.                                                                                        EDITOR & QUALITY AUDITOR                August 2009 – November 2011             DEBT COLLECTION DEPARTMENT “ BANQUE ACCORD”
Duties :
· Translation of documents from a foreign language to Arabic & vice versa.

· Advising staff on technical & legal matters.

· Monitor staff qualifications/certifications.

· Manage invitations to renewal job courses.

· Set up training paths for staff to meet mandatory/statutory requirements.

· Set compulsory and optional courses for trainees.

· Set up password protected online access to the client’s database.

· Reading & reviewing published items to ensure quality.

· Protocols checking and quality control. 

· Reviewing and proofreading mother-tongue text (Arabic & French). 

Webhelp COMPANY          Rabat, Morocco.                                                             FINANCIAL ADVISOR & DEBT COLLECTOR            June 2008 – August 2009     DEBT COLLECTION DEPARTMENT “ BANQUE ACCORD”
Duties :
· Advising clients on technical accounting issues & providing guidance on legal matters.

· Manage customer account status, history, activities & payments.

· Handling clients’ accounts and contacts.

	
	· 

	PROFESSIONAL
	· 

	
	· 

	Master Degree in Political Action Knowledge

Law degree

Bachelor in Arabic language & literature

Supervision & team guidance Certificate

PERSONAL SKILLS

Creative and imaginative
Well organized

Detail orientated

Problem solving


	· 

	
	

	PERSONAL DETAILS
Merouane  Elhatib  37             15  Immeuble  Touka,  Avenue Mly  Youssef  Tabriquet,  Salé, Morocco.  
M : +212 664233675                  E:merouane.elhatib@gmail.com
DOB: 04/08/1976          Driving license: Yes Nationality: Moroccan
	KEY SKILLS AND COMPETENCIES

	
	· Excellent organizing and time management skills. 
· Ability to prioritize work effectively. 
· Ability to think & view from a reader & audience perspective. 
· Excellent attention to detail and writing skills. 
· Familiar with translation software tools. 

· Fluent in Arabic, French & English. 

· Excellent communication and social skills. 

· Able to work to tight deadlines. 

· Highly skilled in Word, Excel and Microsoft Outlook.

	
	ACADEMIC QUALIFICATIONS

	
	Master Degree (Hons) : Political Action Knowledge  Mohammed V University,  Rabat, Morocco ; 2006 - 2010

Law Degree : Common law & Politics  Mohammed V University,  Rabat, Morocco ; 2000 - 2005

Bachelor Degree (Hons) : Arabic language & literature El Maghreb Arabi High School,  Rabat, Morocco ; 1996


