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FREELANCE ACCOUNTANT & TRANSLATOR
Qualifications 
· Have over 9 years of experience in Accounts & Bookkeeping with expert knowledge in Bank Reconciliations, Posting General Ledger Entries, and Balance Sheet preparations.

· Have over 3 years experience in English to Hindi & Punjabi Translation.
· Have good knowledge of Windows, MS-Office (Word, PowerPoint, Excel), Outlook, Internet.
Professionel EXPERIENCE
Nine years of experience in the field of Accounting, Bookkeeping, Data Entry & Translation.
Accounting work:

· Maintaining Bank Reconciliation Statements, Posting Journal Entries & Journal Vouchers.

· Part of the team getting Financial and Legal Due Diligence of the Company done 

· Coordinating with internal departments to provide financial data required by institutions like ICRA, IDBI, SBI etc.

· Maintaining Statutory Registers of the Company.

· Preparing Financial Projections for the purpose of meeting financial requirements of the company.

· Responsible for Maintaining Balance Sheets of the Director’s of the company & providing support in finalizing Companies Balance Sheet.

· Handling the investments of the directors & the company.

· Providing support in filing Income Tax returns for the company & its employees. 

Translation work: Translation languages are English to Hindi & Punjabi & vice versa. 

·    Doing translation for many foreign and Indian clients in USA, India & UK.

·   Translating a bi-monthly magazine & Brochure of Phytonics Enterprises, India for the last    years in Hindi & Punjabi.

· Did several translation projects as freelancer for advancedlanguage.com, Lingo24, Bausch and Lomb (Posters), Smith & Nephew (Ethical policy), Phytonics USA (Brochure), PMW Inc. in Software and hardware documentation. MCP Gov (Marketing documents) in marketing brochures. Alzheimer’s Association (Alzheimer Disease), Indian Routes (Travel & Tourism in India) and others. 
· I have done Translations in different fields like Business, Financial, Science, Automotive, Contracts, Engineering, Technical, Legal, Website localization, Literature& Medical etc. 
·   Did Medical transcription for a Hospital in Delhi, India for a year.

·   Proficient in English, Hindi & Punjabi languages – Editing, Proof reading and Translation.
·   Also arrange digital dubbing and voicing in all Indian and foreign languages.
Education
1993:
Passed Senior Secondary School examinations in Commerce with 94% marks in Accounting.

1996:
Passed Bachelor of Commerce from Shaheed Bhagat Singh College, Delhi University
1996:
Cleared Intermediate exam (both groups-1996) & Final (1st group-2001) of the Institute of Cost & Work Accountants of India.
Knowledge:


Have intricate knowledge of the Microsoft Office, Internet, Windows, 
Translation Software:
Have experience working with Trados & Word fast 
Languages:    

English, Hindi, Punjabi

Skills and Abilities: 

MS-Office: Microsoft Word, Excel, Power Point, Access  
Communications: Good written and verbal presentation skills. Expert level knowledge in spoken English.

Interpersonal Skills: Ability to get along well with co-workers and accept supervision. Received several appreciations from previous supervisors.

Flexible: Willing to try new things and interested in improving efficiency on assigned tasks.

Attention to detail: Concerned with quality. Produce work that is orderly and attractive. Ensure       tasks are completed correctly and on time.
Dedicated and focused to meet the project deadlines.
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