Mona Sayed Hafez
2 El-Bahr St., Cornish El-Nil, Torah El-Balad
Tel: 27630402
Cell phone: 0181179731
E-mail: monasayedhafez@gmail.com

Professional Profile
I am an enthusiastic and professional Translator. Able to work on own initiative and as part of a team. Proven leadership skills involving managing, developing and motivating teams to achieve their objectives. First-class analytical, design and problem solving skills. Dedicated to maintaining high quality standards. Even under significant pressure and within the tightest deadlines, I possess a strong ability to perform effectively.


Objective

I am now looking to build on my extensive range of technical skills and I am keen to achieve further professional development.


Key Technical Skills

· Excel

Word

Internet

· SDL Trados
Acrobat Reader & writer

· Speedy Typing

Catalyst

· Validator tool

Heluim

· LockStudio

SDLX


Career History

Harf Information Technology (2007-April, 2009)
· Translating Islamic materials including Saudi Ifta' web site which includes Nur Ala-Al-Darb, Al-Lajnah Al-Da'imah fatwas and Ibn Bazz Fatwas
· Translating and proofreading technical documents for in-house purposes

Future Group (2005-2007)
· Translating, revising and proofreading technical and general materials
· -Fields of specialty include:

· Networking

· Hardware (mobiles, projector, monitor, TV,, etc.)

· Automotives 

· Web sites

· Press releases

· Dell

· Cisco

· Microsoft projects

Dar El-Farouk for publishing & Distribution (2000-2005)
· Translating, revising and proofreading computer books especially in the following areas
· Windows

· Photoshop

· AutoCAD

· Flash 

· Max

· Internet

· E-mail

· E-Commerce

· Office

· Outlook Express

· Visual Basic .NET

· Oracle Projects

· Digital Multimedia

· Access

· Building a PC
· Translating, revising and proofreading management & business books including:
· Marketing Basics

· Preparing a winning business plan

· How to manage organizational changes

Other fields of translation:

· Legal & Military Translation 

· Children Books

· Financial Projects

· Cooking, Dressmaking & Crochet books

Integrated Services Office (1998)
EL-Manahel Office (1999)
-Translating management books
QUALIFICATIONS:
B.A. Degree, Faculty of Alsun, Ain Shams University, 1997

Graduation Grade: good
PERSONAL DETAILS

Date of Birth: 11th February 1975

Nationality: Egyptian

Religion: Muslim 

Marital Status: single
CURRENT OCCUPATION: Full time freelancer
· INTERESTS AND ACTIVITIES
Currently include: Swimming - gym- Reading - Cooking
· Active member in Dar al-Tarjama (DAT)
I took part in translating Amr khaled's episodes, and articles written by Dr.Ali Juma`h, Raghib Al-Sirgany, Muhammad `Umarh and many others.
REFERENCES ARE AVAILABLE ON REQUEST
