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Souheir B. Carty

	Education


		1987 - 1988
Columbia University                  New York, New York

M.A. – Student Personnel Administration

1984 – 1987       Beirut University College            Beirut, Lebanon

B.S. – Business Computer and Business Administration



	Work experience

	
	October 2007 – Present

Freelance Translator – Contractor with Save the Children UK/OXFAM UK
· Translate documents from Arabic into English

· Translate documents from English into Arabic

· Transcribe audio and video tapes in Arabic and English
· Proofread and edit English and Arabic documents
June 2012 – July 2013
Assistant Cultural Affairs Officer  American Embassy   Buenos Aires, Argentina
· Manage and implement speaker programs, cultural exhibits and other programs in coordination with the CAO. Coordinate presentations by US Embassy personnel on topics related to the United States through the Embassy Speakers Program. Make high-level contacts throughout Argentina’s universities and NGO’s
· Manage the Access English Microscholarship Program for underserved youth through bi-national centers
· Expand and improve the quality of English language teaching in coordination with the Regional English Language Officer and provide guidance to senior English Language Fellow 
· Supervise and mentor locally engaged staff to maximize their potential and effectiveness in support of mission strategic goals
· Serve as Acting CAO in the absence of the CAO
September 2010 – June 2012
Consular Assistant – Biometrics American Embassy Buenos Aires, Argentina
· Collect and/or verify fingerprints for non-immigrant and immigrant visa applicants

· Verify identity of visa applicants based on passport photo

· Affix visa foils to passports after verifying information based on passport

· Prepare work schedule for Biometrics Assistants and ensure proper coverage at all times
November 2008 – June 2009    American Embassy       Skopje, Macedonia 

Community Liaison Office Coordinator

· Coordinate the welcome and orientation of newcomers

· Collect, organize, and distribute a wide range of up-to-date information reflecting community interests

· Develop programs/activities in response to community interests; develop programs for VIP visits

· Promote and facilitate family member employment; manage summer hire program; provide family member employment counseling and information

· Provide information on educational opportunities at post

· Consult closely with the RSO to monitor special situations; act as rumor control in emergencies

· Report to Family Liaison Office on family member employment, preschools and CLO activities

February 2005 – May 2007      Suffolk University                 Dakar, Senegal

Admission Counselor

· Process incoming applications of prospective students

· Respond to walk-in, telephone and on-line inquiries

· Implement marketing strategies including high school visits and career fairs

· Coordinate student transfer program 

· Follow up with students, parents and admissions staff in Boston

March 2000 – October 2001    American Embassy       Amman, Jordan

Translator

· Translate documents English - Arabic

· Translate documents Arabic - English 

March 1998 – February 2000    American Embassy            Amman, Jordan 

Community Liaison Office Coordinator – see above
September 1997 – February 1998     American Embassy     Amman, Jordan

Secretary/Engineering Security Office 

· Coordinate and manage travel arrangements for ESO personnel 

· Establish and maintain computer database for equipment inventory, scheduling, safe containers, keys and maintenance activities

· Generate reports and maintain and update the ESO filing system and record management system

· Provide full back-up service while personnel are on Temporary Duty away from post

October 1994 – August 1995     Seagull Schools, Inc.      Honolulu, Hawaii

Assistant Director

· Assist with and coordinate student enrollment

· Conduct school tours

· Coordinate teacher staffing and ensure appropriate coverage at all times

· Edit school newsletter

· Provide support services as needed
September 1992 – November 1993   American Embassy    Beirut, Lebanon

Program Management Assistant/USAID 

Manage Small Value Procurement Program

· Screen incoming applications for U.S. aid

· Visit applicant organizations and assess need level

· Select aid recipient organizations and allocate aid amount

· Prepare aid contract and disburse checks

· Follow up on organizations’ activities to ensure proper expenditure

July 1991 – August 1992           American Embassy             Beirut, Lebanon

Information Assistant/USIA  

· Screen daily newspapers and select editorials of interest

· Translate newspaper articles from Arabic to English

· Download daily traffic and highlight pertinent articles

· Provide secretarial and clerical support

October 1988 – June 1991 American University of Beirut   Beirut, Lebanon

Career Counselor

· Conduct individual and group counseling sessions

· Conduct career awareness and orientation sessions

· Conduct teacher training workshops

· Gather data, prepare statistics and generate reports on career decision clusters

· Coordinate and assist in career fair activities



	LANGUAGES

Arabic – Native Speaker

English – Excellent

Spanish - Intermediate 

French – Intermediate

CERTIFICATIONS

Certified Arabic – English – Arabic Translator by the Arab Professional Translators Society APTS

	Security clearance
	

	
	Top Security Clearance granted May 2011 by Diplomatic Security Service 

	VOLUNTEER WORK
	

	
	PTO Treasurer – International School of Dakar 2005/2006

Co-Treasurer – International Women’s Association Skopje 2007/2008
Transcription/Translation for dotSUB.com 2009

Buenos Aires International Women – Membership Officer (May 2010-April 2011)
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