CURRICULUM VITAE
1. PERSONAL DETAILS
Name:

Nacera Sabri Mogul

Date of Birth:
28.01.1968

Nationality:
Algerian

Address:

61 Jubilee Crescent

Bridgend, CF31 3AY

Telephone:

+447537840607
E-mail:

mogulnacera281@gmail.com 

2. PROFESSIONAL HISTORY PROFILE
· An honest and diligent Translator and Personal Assistant

· A team player and a good counsellor

· An effective communicator

· Computer literate with functional skills in Microsoft Excel, Microsoft Word, Power Point, Serenic (ERP-SAP), etc.

· Multilingual: can fluently converse in French, English and Arabic. Can speak, read and write all above languages fluently. 

3. PROFESSIONAL  EXPERIENCE & ACCOMPLISHMENTS
EXPERIENCE
· Coordination of the Management/staff meetings and  outside meetings.

· Assisting the Managers on internal and external communication.

· Assisting in travel arrangement and confirmations of bookings for Managers, visitors and dignitaries.

·  Managing the Managers schedule of commitments.

· Typing correspondence and taking reports in shorthand.

· Translation of internal and external documents into French and English, sometimes in Arabic also.

ACCOMPLISHMENTS
· Have been involved in the organisation of many international conferences in terms of logistics and setting up the transaltion of the documents of the meetings  in Seychelles, Burkina Faso, Rwanda, Namibia, Togo, Niger and others.

· Effective in my daily administrative and managerial tasks.

· Handled most of the translation of internal and external documents into French and English for the United Nations office in Kenya, a number of Embassies and Non-Governmental Organisations based in Kenya (Shelter Afrique and the Forum for African Women Educationatists (FAWE)).

4. EMPLOYEMENT HISTORY
· Year 2010-2014
Executive Assistant to the Executive Director and Translator,  FAWE, Nairobi, Kenya.

· Year 2008-2010: Personal Assistant to the Managing Director and Translator, Shelter-Afrique, Nairobi, Kenya.

· Year 2001-2008: Confidential Bilingual Assistant/Translator, Shelter-Afrique, Nairobi, Kenya,

· Year 1998-2001: Translator and Administrative Assistant at the Algerian and, Canadian Embassies, Nairobi, Kenya.

· 1997 to date:  Translation Consultant.

5. EDUCATION
· Successfully completing a PA/Executive Assistant course (with Essential Management Consultancy Services Limited, Nairobi, Kenya)

· Master and PhD in Sciences, Glasgow, Scotland.

· Biology teacher at the University of Oran, Algeria.

· Diploma in translation, University of Oran, Algeria.

6. HOBBIES
Reading, Travelling and Gardening
