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M: Shimaa Raafat

	Personal  information
	Place of birth: Cairo, Egypt
Date of birth: 11/07/1980

	Position
	Suitable position

	Relevant Experience
	7/2008  until now

Office manager in representative “ihb” international hospital of Bahrain office in Cairo
Manage all things in office according hospital policy, oversee the business operations of a medical practice, hiring and training Design and implement office policies

Establish standards and procedures

Organize office operations and procedures

Supervise office staff

Monitor and record long distance phone calls

Prepare time sheets

Control correspondences

Review and approve supply requisitions

Liaise with other agencies, organizations and groups

Update organizational memberships

Maintain office equipment
From 9/2005 to 2008 Computer supervisor in International School"SHARM EL-SHEIKH" st . Joseph"

American Division for KG, elementary, middle and high school.

Programs which I teach : mos, icdl, office 2007, office 2003, photoshopcs3,corel draw, 

Flash mx,freehand,swish,computer sat in sat 2, maintaince 

Computer supervisor in Menese International School

American Division for KG, elementary, middle and high school.

Also, web system administrator. From Tatwir information technology company.

● Computer supervisor in Al-kenana American colleague- Al-kenana language school for pre-k, grade one 1 to grade six 6 in American department & kg and primary stages in national department.   

● Translations covering a wide range of common fields in many places such as

Egypt air and many offices for translation also many doctors in universities.(part time) 

English, math and science teacher.

● Six-month training course in Primary Schools  (oruba institution)

2003-2005

● Computer supervisor in zoser princes language school for kg ,primary and prep stages 

Classes covered: summer course in Intermediate class, beginners’ level, general language courses 

● Private lessons covering office package.
2006

● Sun academy in Heliopolis.

Job title: computer instructor for ICDL certificate (2000, xp), MOS certificate, beginner diploma, secretary diploma(until now but part time) and 
2003-2005   .

● LRN2B academy in Giza.

Job title: computer instructor for ICDL certificate (2000, xp), MOS certificate, beginner diploma, secretary diploma- business administration &communication skills and technical writing in English
2003-2005   .

C.P.C company (Cairo poultry company)

Job title: computer instructor for MOS certificate, from beginner to expert level in (word , Excel ,power point and access also windows and internet  for managers.  secretary diploma- business administration &communication skills and technical writing in English for accountants and administrative departments. 

2004-2005   .
DCL Center (Development centre for languages)& net center in maadi.
Job title: computer instructor for certificate, beginner diploma, secretary diploma (office package)   
2005-2006.
AL- Moa2yed Al-Araby

Job title: Journalist in common political analysis subject

 AI-Sabah AL-Ordny news paper in AL-Haram

Job title: Journalist in common political analysis subject  

2005-2006
AL-Tawasul for educational services in 6 October.

Job title: Public relations manager.                                                                             
2004-2005

Lawful Consultations Office in down town.

Job title: Public relations manager
2003-2004

AL-Frana agency for media in maadi

Job title: Public manager                                                                                       
2003-2004

Al-Omma Al-Arabia news paper in manyel.

Job title: office manager.                                                                                          



	Studies
	2001

University :  Helwan University

Graduation : Year : 2001 

Faculty : Commerce and Business Administration 

Specialization  : Political Science
In 2002 
Complete my master  study in Helwan University.

In 2003 

Complete my master  study in  Arabian studies Researches Institution to obtain M.B .
Now2011 preapre decotrate In ain shams univrisity in economy isa

2011             ceritified translator from laugh  brough univerisity uk


	Certificates
	2010                Training in HR&IT Departments in INTERNATIONAL HOSPITAL OF BAHRAIN

2008             (Graphic Diploma)    Adobe photo shop – Corel draw - macromedia free hand-

     Macromedia flash mx.from mind format center.

2008 ENGLISH CONVERSATION COURSE FROM "LANE COMMUNITY COLLESGE".

2007             (ICDL)     International computer driving license from Unesco

2005            ( MOUS ) Microsoft Office specialist certificate from Microsoft.

2005            ( MOS ) International certificate sponsored by IBM ( Expert Level ).
2003            ( TOEFL ) from AmedEast institution.
2004           ( ALESCO ) Political Science Specialist certificate from Arabian researches studies institution followed the Arab League.
2005            ( IBM – EGP ) Office administration and inter personal skills , Business and technical writing in English certificate ..



	Courses
	* Strategic Political studies Research Skills





( Al- ahram Center – July 2001 To : August 2001 (cairo) )

Topics:

-International Political.

-Economic Topics.

*Introduction to Computer and Applications

-(Mar 2000 To April 2000)in Helwan University &Compu city center.

Topics:

(Exectuive Secretary-Dos-Windows98-Access-Word-Excel-power Point).

Office adminstration  and inter personal skills , Business and technical writing in English.

(Misrlearn IBM Authorized) Feb 2005
● Course of Attendance in the teacher training seminar: “Teaching transferable skills for all exams.

● " Methods of teaching a foreign or native language through dramatization" 

	Computer skills 
	● Internet application- Ms Word-Ms Excel-Power Point-Ms Access-Information Technology-Windows Xp- Ms project – Photoshop – Corel draw- free hand- flash.


	Languages
	Arabic : Fluent Read , write, Speak & Understand

English : Fluent Read , write & Understand Excellent



	Interests
	computer, reading literature, traveling, learning foreign languages (English, Arabic), music.

	Objectives
	Objective Work:
To work in established company in a position where I will have the opportunity to reinforce my skills and gain experience.

Serious, Ambitious highly motivated, Fast-Learning, Seeking for stability, Loving work team spirit


