	HANINE NASSIR MATAR
Certified Public Translator 
(Sworn Translator before Lebanese Courts)
Member of Arab  Professional  Translators Society


Date of Birth: January1, 1989
Nationality: Lebanese
Phone Number: +961-76-360731
E-mail: haneen.mattar.89@gmail.com  
Hobbies: Music, Reading, Adventures, Traveling 












Education

Lebanese University                                                  BA in Translation/ Interpretation 
Faculty of Arts& Human Sciences    
Center of Languages& Translating
 (2006-2010)	

Maroun Aboud Secondary School                              Bacc II  (Humanities)
(2005-2006)    

Work Experience

Sleem Translation & Services Est. 
Date of Employment:  January 2012—Present
Exact Title of Post: Project& Office Manager - Bilingual Translator

Descriptions of Duties: 
 Coordinate internal resources and third parties/vendors for the flawless execution of projects
 Ensure that all projects are delivered on-time, within scope and within budget
 Ensure translators’ availability and allocation
 Develop a detailed project plan to track progress
 Use appropriate verification techniques to manage changes in project scope, schedule and costs
 Report and escalate to management as needed
 Manage the relationship with the client and all stakeholders
 Perform risk management to minimize project risks
 Establish and maintain relationships with third parties/vendors
 Create and maintain comprehensive project documentation
 Translate all types of texts in two language combinations (Arabic-English & vice versa) 










Event + Co. (Event Organizing Company)
May 2017- Present
Public Relations Officer


Daher Legal Translation
June 2010- January 2012
Exact Title of Post: Translator
Descriptions of Duties: Translating All Types of Documents from    
Arabic to English and French & Vice versa

Hayiki Translations Services, Qatar
November 2011- January 2012
Exact Title of Post: Freelancer Translator
Descriptions of Duties: Translating documents from English, French 
to Arabic and vice versa

Dar Ilm lil Malayeen, Beirut, Lebanon 
April 2009- July 2009
Exact Title of Post: Translator
Descriptions of Duties: Translating children stories from English to   
Arabic

F. Freelance Translations 

Special Skills

1. Language Proficiency: Arabic (Native), English (Excellent), French (Good), Spanish (Beginner)
     2. Computer Literacy: Word, Excel, Access, Power Point, Internet
     3. Desktop Publishing Skills: Typing (70 Words/min), E-mailing
     4. Enjoys working in a team 



 VI. References are given upon request	
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Medical Projects: Diabetes Manual Sample for Qatar; Several Medical Reports for Hamad General Hospital; Visual Field Report for El Fath Eye Hospital, Qatar; Several Medical Reports for Heart Hospital at Hamad Medical Corporation; Hamad Medical City- Asian Games Village, 2006 (35 pages);
Financial Projects: Feasibility Study for Rabban Tower II, Doha, Qatar; Several Agreements & Contracts; Kuwait Finance House; Several Articles of Association of different companies; 
Educational Projects: Admission Policy for The Scholars’ International School, Doha, Qatar; Assessing and Learning in Impairment Hearing Education Complex for deaf people and others with hearing disabilities (Doha/ Qatar); 
Legal Projects: Objection on a Provisional Writ of Attachment “Othman Arakji& Associates Law Offices”; Several Rulings; Articles of Associations & By-Laws of Companies; 
Technical Projects: Jaguar-Land Rover Manuals, Dubai; McKeon Code Compliance, Fire Door Systems (100 pages); Hakeem Technical Scenarios (Medical Technology- 40 pages), Electronic Health Solutions, Jordan; Technical Report for Soil Inspection and Establishment Recommendations, Bin Ladin Group (35 pages); Proposal for Engineering Consultancy Services for Libyan Airports, Dar El Handasah “Shair and Partners” (85 pages);
International Organizations’ Projects: Fairness and Accountability: Engaging in Health Systems in MENA Region; Syrian Crisis, International Organization for Migration; IOM Projects & Funding Requirements for the Syrian Crisis; IOM Concept Note for the Syrian Crisis; IOM Regional Response for the Syrian Crisis;
Other: Atyab Tabkha (Several Recipes); Fun Scripts Hollywood News for MSN Arabia, subtitling


