Sally Shafik Naguib
Mobile: + (2012)799-4157
E-Mail: sallyshafik@hotmail.com
Nationality:  Egyptian

 

Why Should You Recruit Me?  
(1) For 5+ years, part of my job responsibilities in the Organization I am working for has been to: (a) translate documents from English to Arabic and the other way; (b) collect data in Arabic needed for a quarter report. Compiled Data was then translated into English and put in report format; and (c) provide necessary translations in meetings. 
(2) High speed processing of translated data on computer.
(3) Advanced knowleadge of Writing Rules through courses attended and work experience. 
(4) For 5+ years I  have been exposed to working cosely with Americans and so I have a strong backgroud of American terms. 

 
Education:
University: Faculty of Commerce and Buisness Administration, Helwan University, Egypt – Accounting/English Section, graduated 1995. 

School: Saint Fatima Language School (Major English). 
Post-Graduate Language and Computer courses:  

· Besides, the English language study for 12 years at school, I finalized the highest three levels of of English language (conversation basically) at Berlitrz (Language Center)  

· Finalized an Excel course at the AUC and anadvanced Excel course at the computer training center, YAT. Also, finalized ACCESS course at YAT.

    To improve my admin skills, in which I would improve my writing skills and obtain the correct writing rules, I  took the following three secretarial workshops at the American Chamber: a) Executive Secretary to Office Manger workshop, b) Professional Secretaries workshop, and c) Advanced Professional Secretaries. 

 
 

Other:

Punctual

Feel at ease on working with figures/numbers
