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	No. 92, 1st main, 3rd cross, Bhuvaneshwari Layout, C.V Raman Nagar, Bangalore, India
	91-9900249410
	poorva.dinesh@gmail.com


FREELANCE DE-EN TRANSLATOR/CREATIVE WRITER
	tools Worked On 


SDL Trados, MS Office, Adobe Acrobat, MW Snap, 
	Areas of Expertise


	·  Project Management
· Operations
	· Translation
· Creative writing

	·  Leadership, Training, and Teambuilding 
	· Proofreading and editing

	·  Time Management and Prioritization
	·  Superior Interpersonal / Presentation Skills

	·  Problem Resolution and Decision Making
	·  Highly Organized and Strong Analytical Abilities

	·  Articulate Oral and Written Communication
	·  Able to multi-task in fast-paced environments


	Professional Experience


	bits private limited ( bangalore
	Nov 2009–oct 2011 


Bits Private Limited is one of India’s first and largest language service providers with its head office in Pune. The company has its branches all over the country and one each in Germany and France. 
	Head of Production – Bangalore
	2010–2011


The role involved managing the day-to-day operations of the South India zone adopting a strategic approach to project management. Acted as an owner of projects and was involved from start to end of a project life cycle. Served as a crucial link between the client and the translators. 
	major responsibilities


· Identifying resources for a project based on parameters such as domain, client, translator experience, client requirements, tools to be used etc
· Understanding client requirements such as delivery date, format of deliverables, subject matter, delivery method, reference material if any etc and conveying all the relevant details to translators ensuring no information is lost in the process

· Ensuring quality control before delivery and taking appropriate measures if required quality level is not met

· Maintaining a strong relationship with clients and vendors alike
· Responsible for performance management and career development of team members
· Outlining project budgets and negotiating service price with vendors
· Refreshing industry knowledge from time to time and implementing these within the team and to day-to-day operations
· Working across multiple time zones with different cultures
· Responsible for training translators on translation techniques, CAT tools and formatting
· Processing client invoices and assisting in payment follow-up
· Proofreading translations by in-house and freelance translators

	Member – Project Management Team
	2009–2010 


	Major responsibilities


· Project Management

· Responsible for recruiting translators 
· Training translators and discussing feedback with them
· Tracking translator progress based on parameters such as speed, quality, subject matter knowledge etc
· Proofreading translations by in-house

	Robert bosch engineering and business solutions ltd ( bangalore
	mar 2009–oct 2009 

	Process Lead
	2009  


	Major responsibilities


· Working independently on translating and reviewing documents

· Conducting training as part of knowledge transfer. 
· Engaging in research activities to broaden domain knowledge
	deutsche bank operations international ( bangalore
	aug 2007–feb 2009 

	Process Executive
	2007–2009  


· Interacting with German counterparts in Frankfurt am Main
· Translating emails, SWIFT messages from German to English
· Processing high value trades
· Capturing trades in to the Back Office applications

· Approving trades

· Counter-confirming trades

· Clearing outstanding documentation

· Client interaction

	bits private limited ( pune
	2006-2007 

	German Translator
	2006–2007  


	Major responsibilities


· Translating documents from all domains including user manuals, contracts, IT, magazines/newspapers
· Formatting documents according to the source documents

· Proofreading creative translations

	Education


Bachelor of arts In German: Pune University, University topper, first class with distinction: 2007
Course for translation techniques: Johannes Gutenberg Universitaet, Gesamtnote (grade) 1,3: 2006
Zentrale mittelstufenpruefung: Max Mueller Bhavan (Goethe Institut) Pune: 2006

	Training


· Technical writing course including introduction to MS Word, FrameMaker and Robohelp - 2007
· Diploma in MS Office – 2004

	areas of specialization


· Software/IT
· Pharmaceutical

· General

· Commercial

· Creative

	SOME CLIENTS I HAVE WORKED WITH 


· Accenture
· Bharat Forge

· Infomedia 18

· Indegene

· Ixetic

· TCS
· Robert Bosch

· SAP

· Schneider Electric

· Scitech Patent Art

· Wipro

	links to my writing work


· http://www.twin-india.org/node/4745
· http://www.twin-india.org/node/4787
· http://www.alwaysfoodie.com/thick-cheesy-vegetable-pizza-home.html
· http://www.kitchenclan.com/5-tips-enhance-capacity-small-kitchen.html
