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Translator, Editor and Content Creator 
Address: Riyadh, Saudi Arabia| Phone: +961 71266822  
Email: rawan.hawwa@lau.edu  | Nationality: Lebanese
Summary
A dedicated and professional Translator, Editor, Content Creator, Teacher, Founder and Sales & Marketing Specialist with 8+ years of experience in the Translation and Language Services, Education, Entrepreneurship, Hospitality, Sales & Marketing industries. Proven expertise in delivering high-quality language services and driving business growth through innovative sales and marketing strategies. A visionary founder with a track record of entrepreneurial success and a passion for driving growth through creative sales and marketing initiatives. Seeking to work in an environment that is conducive to my intellectual, professional, and personal growth where I can contribute significantly to the growth of the team/organization with strong experience and expertise leading to success.

Experience 
Freelance Translator, Editor & Content Creator – 06/2020 to Present 
Lebanon
· Translate and edit various types of content, including written documents, articles, website content, and marketing materials, ensuring accuracy, clarity, and cultural appropriateness
· Collaborate with clients to understand their specific translation and editing needs, and deliver high-quality, polished content within agreed-upon deadlines
· Create engaging and compelling content for websites, emails, and other digital platforms, incorporating SEO best practices and brand messaging guidelines

Private Tutor – 09/2020 to Present  
Lebanon
· Assess students' individual learning needs and develop tailored lesson plans and instructional materials to address areas of weakness and reinforce strengths
· Deliver engaging and interactive tutoring sessions that cater to diverse learning styles and abilities, using a variety of teaching strategies and techniques to enhance comprehension and retention
· Assist students with homework assignments, projects, and exam preparation, offering guidance, explanations, and practice exercises as needed to ensure understanding and mastery of concepts

Founder, Sales & Marketing Specialist – 01/2019 to Present 
Glamorous Beauty, Lebanon 
· ﻿﻿Oversee all aspects of the business, including operations, sales, and marketing to ensure the successful management, growth of the online store and customer service satisfaction
· Handle order fulfillment processes, including receiving, packing, and shipping orders, and monitoring inventory levels to address any missing products in the warehouse
· Develop and implement marketing strategies to attract and retain customers, including digital advertising, social media campaigns, and promotional offers

Hostess & Customer Service – 08/2022 to 08/2023
Diffa Agency, Lebanon
· Greeted guests as they arrived at the establishment and escorted them to their tables, providing a warm and friendly welcome
· Collaborated with other staff members to handle busy periods or unexpected situations, such as managing waitlists, handling reservations, or assisting with to-go orders
· Maintained a professional appearance and demeanor at all times, representing the location in a positive light and providing exceptional customer service to enhance the overall dining experience


Hostess, Promoter & Team Leader – 06/2017 to 06/2020
Select Hosting Agency, Lebanon
· Represented and promoted the products and services of several clients such as AlWadi Akhdar, Najjar Coffee and Persil in brand events and activities 
· Resolved an average of 15 inquiries in any given shift and became one of the agency’s “go-to” people for challenging tasks or conflicts

Human Resourses Assistant – 01/2019 to 01/2020
Lebanese American University, Lebanon
· Welcomed and trained new employees by conducting orientation, answered or resolved arising problems 
· Submitted employee data reports and provided payroll information by preparing, collecting and analyzing data
· Maintained accurate and up-to-date human resource file records and documentation  

Translator & Editor – 01/2019 to 06/2019
Sleem Translation & Services, Lebanon 
· Translated, edited and proofread various types of documents such as legal, business, medical, technical, journalistic into English, Arabic and French
· Delivered high quality translations within tight deadlines, excedding client expectations 
· Assisted senior translations and collaborated with the team to ensure a completed, well structured translation 

Logistics & Operations Assistant – 01/2018 to 01/2019
Lebanese American University, Lebanon
· Coordinated the daily operations of the warehouse company, ensured that any shipment is well packaged
· Provided administrative support to the logistics, shipping or transportation department
· Reviewed and compared transportation costs from various vendors, resolved any customer service problem

Administrative Assistant – 06/2016 to 06/2017
Mefosa Company, Lebanon
· Organized and managed an office running professionally by providing administrative support to all employees
· Scheduled, coordinated and met all deadlines on time 
· Prioritized, greeted customers and answered phone calls 

Education 
Bachelor’s degree in Translation and Interpretation – 2020
Lebanese American University, Lebanon

Certificates

[bookmark: _GoBack]AI in Marketing (BAU- Continuing Education Center) 2025 – AI in Digital Marketing (LAU- Academy of Continuing Education) 2025 – Digital Marketing (Learning Remotely) 2025 – Delf A2 and B1 Exams (2017) 

Skills & Expertise
	· Communication
· Adaptability & Creativity
· Problem Solving
· Strategic Thinking
· Leadership
· Customer Service
	· Administrative Work
· Email Management
· Event Organizing
· Sales & Marketing
· Translating & Editing
· Microsoft Office Suite


Languages
Arabic: Native | English: Fluent | French: Fluent 
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