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Name


:

T. Saravanan

Address

:

2/422,5th Cross Street





Singara Velar Salai






Chinnaneelangarai






Chennai 600 041






Ph: 9840720308
Date of Birth

:

09. 04. 1967

Educational Qualification:

B.Com

Technical Qualification
:

Type Writing 






English and  Tamil Senior Grade

Computer Knowledge
:

MS Office, PageMaker, Tally

Work Experience


1989–1990
Enfield India Ltd
     

Chennai
HR Department Apprenticeship 

· Maintaining  Employees Attendance Register, Leave etc

· Typing.

· Engaging Casual Labours to the place of absentees at the factory

· Secretarial Assistance to Personnel Officer

1992-1993 
           Consumer Protection Council        


Chennai 

(NGO)
Clerk cum Typist
· Secretarial Assistance to the Trustees

· Handling Petty Cash 

·      Attending Consumer Courts for filing of cases

1993–1997

Federation of Consumer Organisations Tamilnadu  
Chennai
(NGO)
Personal Assistant to Chairman

· Secretarial Assistance to Chairman.

· Accounting

·      Correspondence with member councils
·      Arrangements for meeting/ seminars/ workshops

1997–1999
         Timeless Toys of India                              Chennai

(Wooden Toys Export Company)
Export Executive
· Accounts
· Export Documentation
·     Liaison with banks
·     Inspecting products at  the manufacturing unit at Chennapatna, Karnataka

From 1999

The Catalyst Trust 



     Chennai





(NGO)
Administrative Officer
· General Office Administration 
· Accounts , TDS, Form 16, FC 3 filing, etc.
· Event Management
· Asst. Editor   of  monthly magazine Kudimakkal Murasu  published    by the Trust  
· In charge of circulation, proof reading, designing, follow up with the printing press, mailing magazines in     

       time, maintenance of subscription, etc. 

Hobbies 

Martial Arts, Music and Reading
Freelance Translator 

T. Saravanan

Translation carrier 

Two small booklets of 30 pages each on Mobile Phone and Housing translated by me was published by the Government of Tamilnadu, Department of Food and Consumer Protection Department, Chennai.

I am doing translation work for my office Magazine Kudimakkal Murasu, a monthly from time to time.

Since February 2008 I have been working for a Translation agency in Chennai.   So far I have translated around 75000 words for them.

Recently I have translated a Guide for Air Travel in to Tamil which has been released by Consumers Association of India (Ph:91-44-24519131). (If necessary, I can give you a copy of the book)

Subject- Medical, Advertisement, User’s Guide to various products, Tender Notices, Public Notices, Quarterly News Letters, Press Releases, Legal Notices, University prospectus, etc.

Major Companies for which I translate regularly are  

1. Uninor   2. Chemmanur Fashion Jewellary   3. Indian Oil Corporation  4. Shriram Group of Companies 5) MPS Limited, 6) Apollo Hospital,  7) Forties Malar Hospital  8) Madras Medical Mission,  9) SUN Direct DTH, 10) AAT University,  11) Punjab National Bank,  12) Lion’s Club  13) Hutsun Milk , TAFE Tractor manufacturer, etc. etc, and other small companies from time to time.

My daily output:  Maximum 3000-4000 words.  It will change depends upon the subject.

Special Advantage:   I can type the translation directly to the computer in Tamil and give it to you without spelling mistakes as I am a good proof reader as  working for my office monthly journal.

References .

Language Campus, Chennai  - 28291025

JRS Translation Agency, Chennai – 9600005246

Venchars Studio, Hyderabad

