SOODABEH SAEDI
#46, Otonabee Ave., Toronto, Ont., M2M 2S3
soodabehs@gmail.com   647 303 3485

PROFILE

Highly skilled Translator and Interpreter, English/Farsi, and Instructor with over 20 years of experience as a professional translator and interpreter, Trainer/Facilitator and ESL Instructor. 

International and Public Relation Expert, in charge of business event coordination, dealership settlement, interpreter at meetings.

Front Desk, Checking guests in and out of the hotel, managing the registration process and taking reservations over the telephone, through emails and in person. Comfortable working directly with the public and interacting with computers on a regular basis. Make decisions and solve problems based on existing information. Establish and maintain interpersonal relationships with others.
HIGHLIGHTS OF QUALIFICATIONS

· Highly competent translator: translated over 50 books, manuals and articles
· Oral interpretation from English to Farsi and vice versa
· Competent, qualified and fast type writer; both Farsi and English 
· Ability to follow instructions well and make decisions with no supervision

· Maintained all record keeping procedures without error

· Delegated responsibilities to employees to meet company’s expectations

· Successfully refined and implemented new projects.

· Experience in handling confidential paperwork
· Excellent ability to teach and  develop experiential training programs:  Creative Lesson Planning, Curriculum Development, Standardized Testing / Scoring

· Good organizational skills: coordinate and plan business events such as seminars, exhibitions, and meetings 

· Good customer-relations background: manage expectations of adult learners, built strong working relationships with colleagues and students
· Detail oriented: maintained all record keeping procedures without error
· Technical skills: MS Office Suite

EMPLOYMENT HISTORY

Front Desk   2014-2015

· Summit Inn, Toronto, Ont.
• Greet guests and patrons as they arrive
• Manage the registration process
• Handle guest check-ins and check-outs appropriately
• Operate motel switchboard, take calls and provide information and transfer calls
• Manage accurate accounting of all rooms
• Take reservations over the telephone, through emails and in person
• Compute bills and take payments
• Contact housekeeping and maintenance departments when a problem is reported
• Balance cash at the end of the shift and generate accounting reports for the benefit of the next shift
__________________________________________________________________
Diagnostic Kindergarten (Volunteer   2014-2015)
· Lilyan Public School , Toronto, Ont.

·  Assist classroom teacher in performing specific duties as assigned or undertaking specialized tasks.

·  Assist in providing individual and small-group instruction in order to adapt the curriculum to the needs of pupils' intellectual abilities.

·  Assist in establishing and maintaining standards of student behavior. 

·  Assist the classroom teacher in creating an environment that is conducive to learning and appropriate to the maturity and interests of the students. 

· Conduct learning exercises with small groups of students.

·  Alert the teacher to special needs of individual students.

·  Check students work for compliance with teacher's instructions. 

·  Help maintain individual records for each student. 

· Collect and display suitable material for educational displays; prepare displays; decorate classroom. 

· Take all necessary and reasonable precautions to protect students, equipment, materials, and facilities. 

· Help maintain order in the classroom; monitors students to keep them on task.

·  Perform a variety of office assistance tasks such as photocopying, filing, answering the telephone, etc. as required. 
Translator, International and Public Relations Expert, Training Instructor, 
 2008 - 2014





Saman Sazan Bakhtar, Tehran, Iran   
Translation of contracts, product and other types of business manuals and        literature, provide interpretation services to colleagues and clients,
· Business events coordinator,
· Settlement of dealership (negotiation on the terms and conditions of company contracts, obtaining governmental licences, Preparing company By-Laws,… )

· Developed and delivered training programs to company employees,
· Scheduled in-house workshops, courses and meetings  
Translator , Instructor, Public Relations Expert
      1991 -2008




Hamkar Machine Co. , Iran, Tehran
· Translated a variety of literatures, documents, texts and articles with accuracy and clarity

· Business events coordinator

· Developed and delivered training programs to company employees

__________________________________________________________________

Instructor, TESL                                           2009 - 2014


Moshfegh English Language Institute, Iran, Tehran
· Taught English to different ages groups

· Developed innovative approaches to teaching to meet district goals

· Integrated technology across the curriculum 

EDUCATION

LITP (Language Interpreter Training Program) , Seneca college, Toronto

BA in English Language, Islamic Azad University, Iran         

Diploma of Natural Science, Ershad High School, Iran    
________________________________________________________________________
References: Available upon request     
