	Ms.Raghda Hassan El-Sayed  Elsekhary             
Address (1) : El-Dakhlia, Egypt

	Mobile no.   :(Egypt) 00201285406304

	Emails         :Raghdahua@yahoo.com \2484545022@QQ.com 

	   

	Career objective 

	  

	 Seeking a full time position in the field of translation in which my academic background, presentation and interpersonal skills may be used and developed.

	                

	Personal Information 

	 

	Nationality
	: Egyptian 

	Birthdate
	: 23/2/1991

	Gender 
	: Female 

	Marital Status
	: Single 

	 

	Work Experience 

	 
Job title                                            : Chinese, English, Arabic translator 
Employer                                         : Fast International for Trading &Advertisement 
Employer country                          : Cairo
From                                                : 12\2011
To                                                     : 4\2012
Job description                               : Make connection lines with Chinese factories and companies by

                                                           the internet connections and coordinated with client to  travel to China   

                                                           And search for new Products to import. 

                                                           Products to import. After that doing marketing plan for the new product                                                                

                                                           And sale it. Study the Egyptian market to know its needs.
                                     

	Previous employment 
Job title                                             : Chinese, English Arabic Translator
Employer                                          : 广州美星装饰设计有限公司
Employer country                           : Sharm El-Shekh 
From                                                 : 26/1/2012
To                                                      : 20/2/2012
Job description                                : translate  technical translation between Fast International For trading ,  

                                                             project owner & Construction Decoration Company general Manager 
Job title                                             : International Purchasing Specialist 
Employer                                          : Egyptian Petroleum HH Rig     
Employer country                           : Egypt –Cairo -Maady
From                                                 : 3/5/2012
To                                                      : 4/11/2012  
Job description                                : • Review purchase orders for accuracy and compare to vendor quote.

                                                             • Distribute completed purchase orders internally or to suppliers and  

                                                               Follow-up when necessary.

                                                             • Check requisitions for accuracy, completeness and compliance.

                                                             • Create purchase orders from requisitions.

                                                             • Maintain contract and purchase order records.

                                                             • Coordinate with international logistic personnel to ensure proper   

                                                               Shipment delivery.

                                                             • Evaluate letter of credit documents and collaborate with accounting  

                                                              Department to ensure timely financial obligations. Follwing up  

                                                              Custom Clearance of shipments and confirm with ware house man that  

                                                              the goods already arrived at the factory matched with the packing list  

                                                              then making Performa invoice to hand over the goods to the client and 

                                                              delivered receive list from ware house man that  the client already  

                                                              receive the materials without any rejections,wrtiting memo to financial  

                                                              department  to receive cheque  from client with the total amount to 

                                                               Remit to our bank. and recorded all process starting from the  purchase  

                                                              Order number of client to remit the amount.



	Job title   
	: Administration Genior Specialist

	Employer  
	: Egyptian Petroleum HH Rig     

	Employer Country 
	: Egypt-Cairo-Maady 

	From 
	: 4/11/2012   

	To 
	: Until now  

	Job description   
	   After promoted I have been worked in Admin.&HR Department. 

As Administration Genior Specialist.
• Revise attendance Sheet of employees&. Vacation Leave Request of employees.
•check medical expenses invoices of employees &make analysis report of the medical cost.
•Translate all correspondence issued by Admin. &HR Manager.
• Translate Chinese employees invoices represented in (Mission Expenses Report).
•Translate in the factory during making the investigation between workers and the Chinese factory manager.
• Keep in touch with the worker in the factory and submit report to General Manager & Chairman related to the complain or suggestion of worker.

•Communicate with the suppliers and get the lowest price.

	

	
	 

	Education 
	 

	 
	 

	First University Degree
	: B.A Alsun Chinese department. 

  Diploma in Marketing and sales 
	 

	University 
	: Ain Shams University.
	 

	Faculty 
	: Alsun.
	 

	Major 
	: Chinese Translation.
	 

	Grade
	: Good.
	 

	Graduation year 
	: 20011
	 

	High School Degree 
	: Thanawia 
	 

	High School Name
	: El-thanwya banat school 
	 

	Grade 

Diploma
	: 95.6% 
Diploma in Marketing and sales
	 

	 
	 

	Languages 
	 

	 
	 

	Chinese 
	: fluent (speaking & writing)
	 

	English 
	: fluent (speaking & writing)
	 

	Arabic 
	: mother tongue 

	 

	 Training                :in custom authority (certificate custom clearance )
                                    : in Mody intertek Center (Awareness and Understanding Training Course (ISO  

                                             9001:2008, API Q1 and OHSAS 18001:2007)

	 

	Technical Summary 
	 

	 
	 

	Field of experience and other qualifications 
	: I have good experience in trading, import, export, , marketing , using the internet and  translation ( oral, written and electronic)
	 

	Computer Skills 
	: Microsoft windows Xp, Word, Excel &internet
	 

	 
	 

	Availability & Job Requested 
	 

	 

	As 
	: Full Time 
	 

	Job field
	: Trade, Logistics, Translation, Procurement.
 , import ,export ,marketing ,sales and Travel 
	 

	Job location
	: Depends on to the Work Environment that suitable for women.
	 


 
