	P.O. Box 46496 

Dubai,

United Arab Emirates
	E-mail Mustafa.fadhel@gmail.com 

Phone +97150 2521105


Mr. Mustafa Faik Mohamed Fadhel.
	Objective
	A professional and a highly competent Translator and Interpreter, with a quite good experience in administrative and secretarial support to the managerial Director.

	Work experience
	April  2004  till present                         Direct English – Human Soft                                     Dubai - UAE

Bilingual Tutor / Translator.
· Teach students using a systematic plan of lectures, demonstrations, discussion groups, laboratory workshop sessions, seminars, case studies, and independent or group projects.
· Develop curriculum and prepare teaching materials and outlines for courses. 

· Advise students on program curricula, individualized tutorial instructions.
July 2003 – April 2004
          Pluto Games Distributor                                             Dubai - UAE

Product Manager/Translator. 
· Administer policies and procedures related to the release of games in processing requests under government access to information and privacy legislation.  

· Public relations consultant/Initiate and maintain contact with the media. 

· Assist in the preparation of brochures, reports, newsletters and other points of sales material.
· Localize software manuals accompanying Games to adapt them to Arabic language and culture.


	
	Feb 2002 – July 2003               
                Dubaipolyfilm LLC                                              Dubai - UAE

PR / HR Assistant.
· Establish and co-ordinate administrative policies and procedures for officials, committees and boards of directors. 

· Assume incoming and outgoing memoranda, submissions and reports and prepare and coordinate the preparation and submission of summary briefs and reports to the executive, committees and boards of directors.
· Prepare agendas and make arrangements for committee, board and other meetings.
· Liaise with departmental and corporate officials and with other organizations and associations on behalf of the executive, committees and boards of directors.

· Co-ordinate and plan for office services, such as accommodation, relocations, equipment, supplies, forms, disposal of assets, parking, maintenance and security services. 

· Co-ordinate services for events, such as accommodation and transportation for participants, conference and other facilities, catering, signage, displays, translation, special needs requirements, audio-visual equipment, printing and security. 
Oct2000 –Feb 2002                Al Hawai Advocate & Legal Consultants                                 Dubai-UAE

Translator / Editor.
· Translate a variety of written material such as legal documents, (Contracts, Vouchers, Power of attorney …etc) English/Arabic and vice versa; maintaining the content, context and style of the original material to the greatest extent possible. 

· Revise and correct translated material. Follow daily newspapers for adverts within concern.  

· Provide interpretation services in court or before administrative tribunals.
· Interpret oral communication from one language to another aloud or using electronic equipment, either simultaneously (as the speaker speaks), consecutively (after the speaker speaks) or whispered (speaking in a low whisper to one or two persons as the speaker is talking). 

                                                                                                                                                                P.T.O

Dec 1997 – Sep 2000
                    Ministry of Education                                Tripoli - LIBYA
English Instructor. 

· Prepare subject material for presentation to students according to an approved curriculum.
· Teach students using a systematic plan of lectures, discussions, audio-visual presentations, and laboratory, shop and field studies.
· Assign and correct homework .Prepare, administer and correct tests. 

· Evaluate progress, determine individual needs of students and discuss results with parents and school officials. 

· Prepare and implement remedial programs for students requiring extra help.
· Participate in staff meetings, educational conferences and teacher training workshops.
· Advise students on course selection and on vocational and personal matters.
July 1995 - Dec1997                                  Dar Al-Jamaheer                         
         Baghdad - IRAQ

Translator / Editor.
· Translate a variety of News, reports, specifications and texts from English to Arabic, maintaining the content, context and style of the original material to the greatest extent possible and distribute after Edit to different sections of the Newspaper. 

· Interpret language for individuals and small groups traveling around Baghdad. 

· Interpret for persons speaking a Native or foreign language in a variety of circumstances.

	Education
	1988 – 1992                                     Baghdad University
                                      Baghdad – IRAQ

B.A English                         Faculty of ARTS

Has studied the History of the English Literature, Poetry, Theater, Novels, Grammars, Linguistics, Phonetics, Essays, Comprehension, Translations / Interpreting, Criticism and methods of research.     

	Accreditations
	Excellent knowledge of Major M.S. Software, including office packages (Word, Excel, PowerPoint) and special course in oracle 11 applications. Internet applications skills, besides visual skills, special course in Adobe and Quark express. 
Interpreter Coordinator
                        IOM

                                  Abu Dhabi -UAE

International organization for migration under the United Nation high commission of Election of Out of country Registration and voting program. 13th. Jan. 2005 t - 31. Jan. 2005. 

	Professional memberships
	Full member of Iraqi Translators Association, Baghdad. Member of International Translators Assassination. Card No. 6459. and a full member of  proz .com 

	Languages
	Arabic mother tongue, Fluent English, and conversational French. 

	Personals
	Born in Baghdad 1970, holding the Iraqi passport No. 061855, Resident of United Arab Emirates, and has accredited the UAE driving license. On transferable employment Visa. Designation Translator.  

	Hobbies & Interests
	Reading &. Gardening. 



   I hereby declare that the information provides by me is correct and accurate. All documents or certificate should be ready upon your requirement. 

                                                                                                                                                                     Mustafa Faik M

