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DIANA VICTOR NESHEIWAT
	Personal Status
	Date of Birth: September 2nd 1976
Nationality: Jordanian

	Work Experience
	Since May 1st 2000
Embassy of the Kingdom of Belgium 

Ambassador’s Executive Secretary

1. Ambassador’s Office Manager:

· Preparing the agenda and the meetings; 

· Preparing the residence inventory; 

· Preparing the Ambassador’s accountancy;

· Filing political, diplomatic and economical affairs;

· General correspondence, letters, faxes and e-mails.

· Organising social events, such as dinners and receptions

	
	
2. Political and Diplomatic Affairs:

· Preparing political reports;

· Responsible for the outgoing diplomatic pouch;

· General diplomatic correspondence with the Belgian Ministry pf of Foreign Affairs and the Jordanian Ministry of Foreign 
Affairs;

· General correspondence with the Royal Hashemite Court;

· Preparing the arrival and the departure of diplomats.

	
	
3. Organising Official Missions and accompanying the Delegations for translation (French-Arabic, Arabic-French):

· Visit of Mr. Andre FLAHAUT, Belgian Minister of Defence 
April 04-07, 2002

· During the Belgian Presidency of the European Union 
July 1st - December 31st 2001:
organising official visits of several High Representatives of 
the Council of the European Union

· Brussels Capital Region Trade Mission Headed by Mr. Didier GOSUIN and accompanied by H.R.H. Prince Laurent of Belgium/ February 20-22, 2001.


	
	April 15, 1999 – April 30, 2000 / Embassy of the Kingdom of Belgium

Commercial and Cultural Assistant

· Responsible for commercial inquiries;

· Organising Trade Missions: Flemish Region Trade Mission (April 2000) and Walloon Trade Mission (April 1999); 

· Organising cultural events: Belgian Gastronomic Week (April 1999) and the European Union Film Festival (October 1999).

April 16–26, 1999 /Ammon College for Tourism and Hotels     Management 
Teacher “English for Tourist Guides ” 



	Education
	October 1994 - January 1999 / University of Jordan


B.A., French Language and Literature + German as a minor

February – April 1997 / University of Massachusetts Lowell
French Course “Advanced Grammar & Syntax”

September 1985 – June 1994 / Rosary College 
1. General Education Certificate “Tawjihi” (literary Stream) in 1994

2. French certificates equivalent to DELF issued by the French 
Cultural Centre: “Brevet” in 1993 and “Certificat” in 1990”
 

	Professional Certificates
	October 2001 - June 2002   French Cultural Centre
Advanced French for Business and Economics: 
“Français des Affaires” issued by the Chamber of Commerce and Industry of Paris

October 1998 - June 1999    French Cultural Centre
French professional certificate in Business “Français économique et commercial” issued by the Chamber of Commerce and Industry of 
Paris

October 1997 - June 1998      French Cultural Centre
French professional certificate in Tourism and Hotels Management  “Français du Tourisme et de l’Hôtellerie” issued by the Chamber of Commerce & Industry of Paris



	Languages 
	Arabic

Mother tongue

English

Written, read, spoken fluently

French

Written, read, spoken fluently

German

Written, read, spoken fair enough




	Computer Skills
	· Very Good Command of Microsoft Office 2000 (Microsoft Word, Microsoft Excel and Microsoft PowerPoint).

· Familiar with Microsoft Access.


Date: December 27, 2002 

