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· Dutch Trainer, German and Dutch freelance Translator and Language Consultant

Pune, India

 








     Current
Dutch Trainer for A1 Level as per the European Framework; this includes conducting trainings for professionals who wish to travel to the The Netherlands or translate Dutch documents. The A1 Levels usually covers teaching Alphabets, Numbers, Greetings, Time, Introducing oneself. The course includes a wide range of activities, audio-visual lessons and developing communication skills.  

As a freelance translator, my work entails translating various types of documents from German to English and Dutch to English. These include:
· Manuals and IT-technical documents, 
· Financial documents, annual reports, statements, balance sheets etc.

· Summons, SLAs, Affidavits, legal documents, various types of contracts,  

· Certificates like birth certificate, marriage certificate, Bachelor degree etc.

· Website translation, 
· Telecommunication documents, 
· Newspaper articles,

· Economic and business texts, 
· SAP texts, logistics, 
· Glossaries for various projects,
· Patents, automobile, electronics etc. 

As a Language Consultant, this area mainly includes providing expert knowledge on quality aspects, mitigation plans, various processes that can be framed and executed, translation software, team building, marketing strategies and sectors to be targeted. 











Pune, India
· 
Vinsys IT Services (I) Pvt. Ltd.





2007 – 2013
· The foreign languages department (Alpha Lingo) provides translation, interpretation, training, transcription and sub-titling services. 
· Senior Manager Delivery & Operations: Accountable for the operations and deliveries pertaining to Translation, Training, Transcription, Interpretation, Subtitling, Voiceover and Resourcing. 

· Submit billing reports

· Support BDs and guide them on the sectors to be targeted

· Quote prices

· Keep a track of translator targets and the need for new resources

· Submit quarterly reports of the FLS department

· Maintain P&L reports

· Keep a track of delivery of projects i.e. meeting deadlines even in case of stringent timelines

· Meet clients and develop the clientele

· Ensure quality of projects and developing various review processes to maintain the quality

· Doing market research for new softwares like Across, MemoQ, OmegaT, etc. and arrange for training for upgrading the team on the same

· Check samples either for a new client or for selecting translators

· Define parameters to develop scorecards and methods like TQA/TQI to maintain the quality of translations

· Evaluating the qualifications of various translators, trainers, interpreters for selection

· Solving queries regarding payments

· Submitting a yearly Business Plan and monthly projections

· Handle escalations

· Maintaining CIMRs that would help in appraisals

· Evaluating team performance and developing appertaining records/processes for smooth functioning of the department

· Submit BD Performance reports
· Ascertaining a multiplier for salaries

· Conducting interviews for ramping up team

· Allocate Projects to various stakeholders for execution
· Agree on the Level of the Service with the Customers which may include quality, cost and timescales

· Based on the agreed services, define performance indicators for resources such as translators

· Mitigating risks that may occur during smooth execution of projects
· Handle client queries 
· Associate Manager: In charge of the operations and execution of the entire FLS department and day-to-day activities. 

· Entailed keeping a check on delivery of documents 

· Meeting timelines 

· Catering to new enquiries/clients

· Keeping a track of quality

· Maintaining various internal records respectively

· Checking collections from clients

· Team building and related activities

· Training to subordinates for self-development
· Trainings on English language

· Regular client meetings

· Meetings with Management regarding future forecasts

· Doing Market research and finding new clients which also included travelling

· Doing samples for new clients

· Allocating projects to subordinates

· Sr. Translator: Translating and training were the key roles in this regard.

· Translating samples for new clients thus creating permanent accounts

· Checking translations done by subordinates for correctness, completeness, accuracy, terminology, consistency 

· Training juniors on translation techniques; mostly included aspects covered in a translation course

· Translating several types of documents

· Providing trainings on different types of software like Trados, Tag-editor, Multiterm, Wordfast, MemoQ.
· Coordinating and handling projects which usually included allocating work to translators and associates, ascertaining estimates and sharing the same with the customers, maintaining necessary records like trackers and master records

· Raising client invoices and updating corresponding records

· Sending invoices to clients
· Translator: Excelled in translating German-English documents like 
· IT-technical documents, 
· Affidavits, legal documents, various types of contracts 
· Website translation, 
· Telecommunication documents, 
· Newspaper articles,

· Chemical and medical texts,
· Economic and business texts, 
· Certificates like birth certificate, marriage certificates, 
· SAP texts, logistics, 
· Glossaries for various projects, 
· Automobile translation, 
· Financial documents etc.
· Worked with various dictionaries like Langenscheidt, Collins, Duden and other online dictionaries like Eurodict, dict.cc, linguadict, leo etc.

· Conducted research and found parallel texts on the web which included group work.
· Working with software like Across, TRADOS, Multiterm / SDLX and Tag-editor.
· Trainer: Provided training on Translation Techniques to the in-house team. This training covered areas like English grammar, German grammar, sentence understanding & construction, vocabulary.

· Proof reader: Proof read documents of my Juniors, polished texts, checked correctness and accuracy of English translations. Proof read corresponding English translation for Chinese, French, Dutch, Spanish, Italian, Danish, German texts.

· Coordinator & Project Manager: Mainly entailed dealing with clients, maintaining various records pertaining to different projects such as work records & trackers, invoice records, monthly work reports, checking freelancers’ invoices etc. Handled in-house team, assigned work to internal team and freelancers. Attended client meetings and conference calls.

· Resourcing: Ramped up a team for various languages such as French, Spanish, Dutch, German, Arabic, Italian etc. Provided translators, trainers, interpreters for clients & on-site jobs. Evaluated translators.
· Content developer: Wrote contents of company website. 

· Marketing: Attended Ladegaard training course of ‘Key to Successful Selling’, a partner company of Vinsys with head office in Denmark. Participated in bidding and marketing for translation projects for various languages. Translated samples for new projects and clients. 
· Attended the first level course for Swedish.

· Learnt Dutch during my work tenure in Vinsys
· Freelancer 








 2007 
· Worked as a freelancer for a month for System Consultant/Sprachbruecke
· T-Systems  






           

 2006-2007





· German translator
· German to English translation 

· Mainly translated IT-technical documents

· Undergone training on English skills and German grammar 

Academic Details

Bachelor of Commerce Science 
    




Pune, India

University of Pune (BMCC College) 





2003-2006
	YEAR
	PERIOD
	GRADE

	F.Y. BCom
	2003-2004
	Distinction [71%]

	S.Y. BCom
	2004-2005
	Distinction [73.5%]

	T.Y. BCom
	2005-2006
	First class [61.67%]


Higher Secondary Certificate 






Pune, India


University of Pune (Fergusson College)





2001-2003
	YEAR
	PERIOD
	GRADE

	FYJC 
	2001-2002
	1

	SYJC
	2002-2003
	1


Indian Certificate of Secondary Education (ICSE)



Pune, India
Delhi Board, India.  (St. Mary’s School, Pune).
	YEAR
	PERIOD
	MARKS

	10th 
	2000-2001
	88.67%


Additional Qualifications: 

· GERMAN LANGUAGE COURSE from ‘MAX-MULLER BHAVAN’ (MMB), Pune – Basic and Intermediate Levels (6 Levels from 2003 to 2005).

· TRANSLATION COURSE from ‘MAX-MULLER BHAVAN’ (Goethe Institute).    6 weeks conducted in Germany- Germersheim.

· Basic course in computer ‘Office’ application (Word, Excel, Power-point).
	LEVELS
	PERIOD
	GRADE

	Equivalent of G-1
	FYJC + SYJC (from Fergusson College, Pune).
	N/A

	G-2
	18.08.2003 to 10.10.2003
	Ausreichend (60-69%)

	G-3
	14.04.2004 to 08.06.2004
	Befriedigend (70-79%)

	M-1
	16.06.2004 to 10.08.2004
	Gut (80-89%)

	M-2
	20.10.2004 to 17.12.2004
	Gut (80-89%)

	M-3
	26.04.2005 to 09.06.2005
	Gut (80-89%)

	Translation Course 
	May 2006 to September 2006
	Sehr Gut (above 90%)


· Started Dutch during my tenure with Vinsys and successfully completed Dutch Advanced Level. 

Additional Details 

· Gave private tuitions to a candidate of Max Mueller Bhavan for a month. 

· Hockey & Basket ball player in school
· Learnt Classical Dancing (Bharatnatyam) for 6 years

· Languages known: English, German, Dutch, Hindi, Marathi, Gujarati, learning Swedish.     

· Recognition from “Pune Merchant’s Chamber”, ”AkhilBhartiya Shre VishaNagar VaniSamaj” and “Shree Vishvas Nagar Mahajan Sanstha” for my performance in 10th and 12th grade

· Learnt sketching & playing the synthesiser
· Mehandi Artist,  
· Hobbies – Reading, Listening to music, travelling and adventures 
