Heba Helmy Youannas

131 Tahrir Street, Dokki, Cairo, Egypt.  

                                              Tel. 00202 33386562 – Mob. 002 0101588486

                                              hebahelmy2@hotmail.com

                                              hebahelmy2@yahoo.com
CAREER OBJECTIVE

To seek a challenging job position in a multinational organization that enables me to apply and make use of my professional skills.

PROFILE

Skilled individual with adequate experience in the fields of journalism, video production, translation, research and public relations. Able to work alone or within a group. Capable of performing under pressure and meeting deadlines.

Others:


· Fluent in Arabic, English and Spanish.

· Sufficient journalism background on the Middle East region.

· Familiar with different types of office equipment.

-    Good knowledge of personal computers and software.

PROFESSIONAL EXPERIENCE

1999-till present

Agencia EFE (Spanish News Agency, Middle East Office)

News editor:

News editing and translation of articles from English and Arabic to Spanish. Simultaneous translation of news of the Middle East region. Working on hot news as well as analysis, features and reportages. Conducting interviews, covering press conferences, events and summits, and preparing news release. Reporting for the Spanish radio and taking photos in the field. Covering news using video camera and editing video clips. 

2008

Businessman weekly newspaper
News editor:

Editing and translating news to Arabic on economic issues in the Middle East.
1999-2005

Spanish News Agency (Agencia EFE) Administrative assistant:

Carrying out all administrative duties of the office. Translating letters, reports, contracts, receipts and invoices from Arabic or English to Spanish and vice-versa. Writing reports, filing, attending to clients’ calls and arranging appointments and trips for reporters. Following up on bank accounts, money transfers to reporters in other countries and petty cash. Entering all payments in the SIGEX accounting program of the agency.  

1998-1999

Berlitz Language Center     

Schedule coordinator and administrative assistant:

Planning, scheduling and providing teachers for different types of language courses and programs for groups, individuals and companies. Accurate follow –up of the clients’ lesson schedule, teachers and payments. Entering data (enrollments-re-enrollments-cash receipts-material receipts) on the LCMS program and posting daily schedule. Conducting oral placement tests for clients of Spanish and English courses. In addition to carrying out administrative office work such as writing reports, filing, translating and coordinating meetings with instructors and employees of other departments.

Berlitz Language Center

Customer service coordinator:

Advising and providing information on courses, answering clients’ inquiries, enrolling new clients and following up with the old ones, taking appointments for placement tests and performing all kinds of Reception tasks.

Summer of 1997

El–Gezirah Sheraton
Trainee in the Reservation and Reception departments:

Getting familiar with the techniques of reservation and check-in. Receiving the guests and providing full information on the hotel.

Summer of 1996 

Al–Ahram Weekly

Reporter and researcher:

Receiving a three-month internship at the Travel desk, going on assignments with desk staff, reporting, translating, conducting interviews and writing articles.

Summer of 1996

Alis Technologies

Temporary secretary:

Attending to customer calls, filing, typing letters, building spreadsheets using Excel program and preparing presentation slides.

Summer of 1995

Misr Exterior Bank

Trainee in the customer service:

Helping customers with information on new and current accounts and various types of investments.

EDUCATION

1994-1998  

Ain-Shams University, Faculty of Al-Alsun  

English–Spanish: Professional and technical study of translation methods in different fields (politics-economics-literature-arts) from/to English and Spanish.

1980-1994

Ramses College for Girls (RCG):

Receiving the third secondary certificate in English and studying French as a second language.

Courses:

· An intensive training with Thomson Reuters Foundation on covering the elections. 
· Video editing and montage.  
· Mini master in Business Administration. American University in Cairo.

· An advanced study of French language. French Cultural Center.

· An advanced and professional study of Spanish language and culture. Spanish Cultural center.

· Business Administration in Spanish. Spanish Cultural Center, Cairo.

· Translation from Arabic to Spanish and vise-versa. Spanish Cultural Center. Cairo.

· Scholarship to attend courses in Spanish culture and language. University of Madrid and Diplomatic School. Madrid, Spain.

· “Diploma of Spanish Language as a Foreign Language” (DELE) on a professional level. Cervantes Spanish Cultural Center, Cairo, Egypt.

· Computer and typing courses. IBM, Egypt.

ACTIVITIES

· Collaborating with the BBC news agency as a translator and coordinator of interviews with reporters.

· Translating for Italian and Spanish reporters from “Antena 3 channel”, Spanish T.V.

· Writing and editing articles in the magazine of the Spanish Cultural Center “ACEQUIA”.

· Taking part in the activities of the Spanish Cultural Center such as acting, singing and translating.

· Conducting interviews with news editors and analysts such as Mohamed Salmawy, from Al-Ahram Hebdo, and participating in the translation of his play “Come Back Tomorrow” from Arabic and English to Spanish.

Other Activities

Member in the Syndicate of Journalists.

Member in the Foreign Press Association.

Member in the Press Center.

Member in the British Counsel Library.

Member in the Spanish Cultural Center Library.

Member in the Gezira Club.

References available upon request

