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Professional Summary

Qualified professional English/Hindi translator with excellent communication and interpersonal skills. A multi-skilled, reliable & talented translator with a proven ability to translate written documents from a source language to a target language. A quick learner who can absorb new ideas & can communicate clearly & effectively with people from all social & professional backgrounds. Well mannered, articulate & fully aware of diversity & multicultural issues. Flexible in the ability to adapt to challenges when they arise & at the same time remaining aware of professional roles & boundaries.
AREAS OF EXPERTISE

Translating: financial, legal, administrative and educational documents. 

Proofreading: English and Hindi. 

Terminology: English and Hindi


Education

B.Pharma. BBDNIT&M, Lucknow (UP) India
Dr. B. R. Ambedkar University, Agra
2003


Employment History

May 2009 – Present: Teacher along with Content Developer cum Translator

Mahendras Educational Private Limited and Mahendra Publication Private Limited, New Delhi
Responsibilities:

• Write question papers and develop contents in English as well as Hindi Language for competitive examinations. (banking, ssc and civil services)

• Prepare & develop contents for a popular current affairs magazine. 

• Provide translation services for any documents, research or administration.
• Proof reading and content accuracy.

• Supporting the translation team with other projects when necessary.
• Revising more junior translators' translations.
Achievements:

• Started to create bilingual texts for books, magazines, test papers and other documents within one month of joining.
2011-Present: Provided translation services to private as well as government clients in education, finance, law, medical and administrative fields (Part Time basis).
Achievements:

• Translated more than 200 tests (tcyonline.com) within 4 months in 20011, translated the entire project of income tax department in 2014.

2004-2009: Worked in pharma industry and also prepared for civil services examinations.

Achievements:
Qualified all the exams till 2010 for mains just from my second attempt (but could not clear mains).


Other Skills/Qualifications

• Proficiency with MS Office – Word, Excel, PowerPoint. 
• Typing knowledge – English, Hindi Remington, Hindi Inscript.
• Proof reading and designing.
 

KEY SKILLS AND COMPETENCIES 
• Familiar with translation software tools. 
• Able to fluently speak English and Hindi. 
• Excellent communication and social skills. 
• Able to work to tight deadlines. 
• Able to prioritise work.
Referees
Available on request.

