CV for ENGLISH-HINDI-PUNJABI TRANSLATOR 
SURINDER PAUL CHOPRA
Village Ram Garh (Musa Pur), 
P. O. Nur Pur Bedi,
Distt. Ropar (Punjab)-140117
Skype ID: surinder.paul.chopra
Mobile: +91-98762-89091, +91-1887-240960
E-mail: spchopra2002@yahoo.com, spchopra9@gmail.com, sp.chopra@rediffmail.com  
SEEKING CAREER IN:

· Translation / Transcription/ Editing/ Transliteration/ Typing
· Systems
· Documentation
· Programming
· To manage secretarial work of top management 
PROFESSIONAL SYNOPSIS:
	Total sixteen years of experience, out of which five years as translator (English-Hindi-Punjabi), seven years as PS to Director/ GM(Works) at the industry of precision watch & engineering components, 3 years in accounts and programming in liquor company & two years as assistance in Wireless and telecommunication Industry. Possess planning aptitude, subjective knowledge of Programming & Systems, good analytical & communication skills. Proficient in Documentation, Accounts, Programming and Designing. Also hands on experience in Auto Cad.


EDUCATIONAL QUALIFICATIONS:
‘O’ level & ‘A’ Level (3 modules)
DOEACC, New Delhi
10+2 (P.S.E.B. (Mohali))







71.5%Marks

ORGANISATIONAL EXPERIENCE:
Educational Institution:
Two year contract completed, more than 10,00,000 words translated of mathematics and Business Systems. Along with other short translation jobs in various streams.
Television Channel:
Worked as on-line translator with Supreme Master Television Channel on Spiritual Discourses and Global Warming for three years & have translated more than 15,00,000 words.
IT Education:
Translation of two books of 200 pages each (about 1,00,000 words) has done from Punjabi to English and Punjabi to Hindi in IT.
Medical:

About 1,00,000 words translated into Punjabi recently for school students.

Political:

A project of English to Hindi tranlsation of 1,00,000 words completed.
Others:

Other translation jobs on major projects in English, Hindi & Punjabi like Medicial, Legal, Certificates etc.
Purewal & associates Ltd., Jubbar, Tehsil-Kasauli, Solan (H.P.)

From: 


May 2001 to June 2008
Designation: 

PS to Director/ Programmer 
That company was manufacturer of maxima brand watches & watch components for domestic & largely for export to South Asian countries. Apart from the core business of watch parts, the company has entered in manufacturing of precision engineering components like micro stepper motor (used in indicating devices of vehicles dash board panels), Gears, turning parts, press components, injection molded components etc. Following are some of my responsibilities:-
· Making systems (SOP’s) for each department with the help of HOD etc. & their implementation

· Translation of SOP’s from English to Hindi or Punjabi and Punjabi or Hindi to English for their implementation

· Collection of data and routine reports to prepare MIS for top management
· Monitoring efficiency of men and machines & their reporting to top management
· E-mail handling, correspondence with suppliers/ buyers/ HODs under instructions/ advice from Director & GM (Works)
· Handling of original documentation, drawings, catalogues and software etc. and ensuring their safe custody
Pawan Liquor Company, Mohali (Pb.)
From: 

April1998 to April 2001
Designation: 
Accounts Operator
Turnover:
Rs. 200 crores / annum (Sale of various whisky and beer brands with 500 vends)

I was responsible for making records in MS-office and assisting Chief Accountant in maintenance of accounts for the organization as a whole.
Punjab Wireless, Mohali (Punjab)

From: 

January1996 to February 1998
Designation: 
Computer Operator
Turnover:
Rs. 300 crores/ annum
I was attached to President (Telephone Division) and I was responsible for making/ handling documentation/ correspondence & other activities.
TRAININGS:

· Self studied for three moduels of A' level 

· One year training in programming from DOEACC Center, Sector 17-B, Chandigarh

· 6 months course in DTP from sector 20A, Chandigarh
· 3 years training in telecommunications for Merchant navy from Ludhiana
COMPUTER AWARENESS:

· Knowledge in MS-Word, Excel, Power Point, MS-Project, Locstudio, Windows, MS-DOS, Information Technology, PC Software 
· Corel Draw, Page-maker, AutoCAD

· Tally (All versions) 
· Visual Foxpro, C, C++, DBase, Qbasic up to programming level
· Data Structure, Structured System Analysis & Design, Data communication & networking
· Can do work on Unix & Assembly language
ACHIEVEMENTS:

· Developed software for PPC in Visual-Fox-Pro

· Complete Documentation for Stepper Motor & Movement for ISO-9001
STRENGTHS:

· Good knowledge of making & implementation of systems.

· Habit of reading computer related literature to stay updated.
· Aggressive to achieve results
· Programming in Visual Foxpro, C & C++ etc. 
· Designing on AutoCad, Corel-Draw, Page maker etc.

· Accounts packages in Tally (all versions) & other readymade packages

· Proficient in English, Hindi and Punjabi typing in unicode and non-unicode fonts.
· Proficiency in English Documentation editing with 98% efficiency

· Proficient in Translation of mathematics, Religious discourses, Business Systems, Medical Science and Engineering from English to Punjabi & Hindi and Vice versa.
OTHER INTERESTS:

I strongly believe in team work & basically an enthusiastic person
PERSONAL INFORMATION:

Date of birth: 
25 Nov.1968, Ropar (Punjab)
Martial Status:
Married

REFERENCES: 
Mr. H. S. Purewal (Director (Maxima Watches))
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