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CAREER OBJECTIVE: 

To get challenging assignments by which I can use my passion and skills of translation (English to Hindi) and acquire new abilities.
SKILLS SET:  

Key amongst my strengths are,
· Good communication skills (oral and written), 

· Willingness to learn, 
· An attentive and good listener 
· Computer literate with proficiency in MS Office,
· Excellent in internet research work and 

· Typing in English and Hindi (KrutiDev and Mangal fonts)
ACADEMIC/ PROFESSIONAL QUALIFICATION:

Masters in Human Resource Management: 
Annamalai University 

2011

B.Com: 





University of Delhi 

2004

Class 12th   
All India Senior School Certificate Examination: 

2001

Class 10th 
All India Senior School Certificate Examination:
1999

LANGUAGES KNOWN: 

· Hindi  and English
· Garhwali and Nepali (working knowledge)

WORK EXPERIENCE: 

	Jan 2012-Present

	· Freelance translation (English to Hindi)
· Proof reading

· Hindi and English typing
During this period I worked for many reputed organizations such as Indo-Global social Service Society, United Nations, The Asia Pacific Resource and Research Centre for women etc.  

	Jan- 2010-Dec 2011

	Assisted part-time a consultant of an international organization for reporting and translation (English to Hindi) work.

	Administrative Executive 

Pathfinder International

(Jul 2008-Dec 2009)
	· To prepare reports / minutes and follow-up plans for meetings and events

· Coordinating with staff and consultants for reporting and other communication
· To prepare and maintain printed and electronic database of Project people, doctors, trainees and other concerned people.

· Making arrangement for travel, accommodation etc.

· Assists in preparing specifications for purchases, handling bids and issuing purchase orders

· Assists HR manager in preparing JDs, fixing interviews, appointments etc.

· Preparing vacation schedules, travel plan etc.

· May make necessary arrangements for the purchase and repair of facilities and equipment.
· Translating and designing training modules.


	Coordinator, 

working children project

CASP-Plan -Delhi


	As a coordinator, am working with children and young adults who are working at roadside dhabas, mechanic shops, garages and as domestic workers and rag pickers to ensure the right of basic health and education, increase opportunity for alternative safe vocations and to advocate with primary stakeholders (family, employer, government) for the other basic rights and needs of working children. Responsibilities include,

· Coordination with a team of  6 members

· Creating awareness among children, parents, community members and employers about importance of education, hygiene and safe working environment.

· Liaising with school teachers and organizations working on education to enroll children in formal schooling

· Developing non formal education centres (NFEs)

· Organizing quarterly medical check-ups of children

· Organizing and conducting local educational visit for children.
· Writing and translating contents for IEC material (such as posters, booklets, magazine etc.) 

	(July 2007-June 08)

Child-Rights Facilitator,

CASP-Plan, Delhi

(July 2006-  June 2007)
	 As child rights facilitator, was working with a team of over 250 children motivating children and community members towards ensuring rights for every child. Responsibilities include,

· Creating awareness about CASP Plan programs in the communities

· Documentation of the program activities.

· Sensitizing children and parents on child rights and other social issues
· Organizing, conducting and facilitating focus group discussions, workshops, conventions, meets, competitions etc. for children and parents in schools and communities

· Organizing press conferences to promote specific events 

· Counseling children for their problems and mediating between parents and children if required

· Developing relevant IEC material to promote social causes

· Identifying gaps in awareness levels and designing activities to meet the same

· Administration of the child rights program including managing accounts, maintaining records of meetings/ activities, developing timelines etc.  

· Coordinating and liaisoning with program manager and other project staff for achieving program objectives



	Member - Child Rights Information Centre

CASP Plan, Delhi

(2002-2006)
	Child Rights Information Center (CRIC) is the media and advocacy unit of Bal Panchayat, the children’s group of CASP Plan Delhi. The center comprises ex Bal Panchayat members -young adults who have completed senior secondary education and have an aptitude and interest in media related activities. The center undertakes,

· Awareness initiatives like rallies, street plays, parents meeting, etc.  

· Develops IEC material including posters, flash cards, information booklets etc. 

· Conducts training programs and  workshops to build capacities of children

· Conducts training programs and  workshops on childrens right, right to shelter with parents and community people

· Documentation of activities of child rights program and publication of “Bal Darpan” (a children’s magazine) and “THE  FACT” (a compilation of news clipping on children related issues)  


Other activities:

· Conducted training session on the United Nations Convention on the Rights of the Child for CASP Plan staff 

· Trainer for script writing for the video documentary training program organized by “Gandhi Smriti and Darshan Samiti”. Imparted training to a group of twenty children (aged 13 – 17 years) from different schools and organizations. The program resulted in production of two documentaries that were screened at the Environment Festival organized by the Center for Media Studies. 

· Scriptwriter and narrator for a radio program on gender discrimination developed by Gandhi Smriti and Darshan Samiti. 

· Interviewed live on Radio Mirchi on occasion of anti Child Labor Day as part of Plan India’s campaign against child labor

· Coordinated a survey on “Right to Shelter” in Sangam Vihar and Badarpur with a team of eight people on basis of questionnaires developed by the team and group discussions. 
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Mr. Umesh Kumar Singh
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CASP-Plan project,
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Mobile- 09013654739, 9873699297
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International India)

Director, Aggragami India
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