S.VAIJAYANTHI
E-mail: srivaiju@gmail.com,                                  


Mobile :9841098392
Summary of Competence:

· An overall Experience around 14 Years

· 10 years experience in Translation and transcription and subtitling works

· More than 6 Years in Administration and Secretarial duties for one of the biggest shipping company(West Asia Maritime Limited(ETA group of companies)
· Experience in handling large team in admin and secretarial department

· Good inter-personal and communication skills
· Have got experience in English to tamil translation and transcription work.
Academic Qualifications:

· B com from Manonmaniam sundaranar University
· ACS Inter from The Institute of Company Secretary of India. 

Additional Skills:
· Done computer courses like Oracle 7.1, Windows, Ms Office and got good working experience in Ms office.

· Passed Typing English lower

CAREER PROFILE:

TRANSLATION AND TRANSCRIPTION JOBS :

From 2007 doing translation, transcription and subtitling work both in tamil and English.

· Doing English-Tamil and Tamil-English translation and transcription works online and offline for few companies in Chennai, Bangalore and delhi (Vie Support language services, Words India Pvt Ltd, Swan Innovations, Universal Lingua solutions, Global lingua solutions, Language consultancy services, and few others) 
I use Unicode “Latha”, "Paranar" font as well as non unicode font “Bamini” , for tamil translation.

Rate per word: 90 paise
For Audio file- Rs. 50/minute 
For video files : 22 mins episode - 1k

42 mins episode - 2k

1 hr episode - 3k
DATA ENTRY Job:
Have done few  offline data entry jobs too. 

Personal Details:

Date of Birth: 12th Mar 1975

Marital Status: Married

Husband’s Name: P. Sridhar

Address: 606, Maples Park,  

  Block 1, S1

25th street, Ashtalakshmi nagar

Alapakkam, Chennai 116 
