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Yogeshkumar Kantilal Rathod
Telephone: M: +91 88666 31828 

E-mail: rathodyogesh8228@gmail.com
Address: S. P. 3/21, Dharnidhar Bungalows,

Behind Sarjan Bungalows, Parshwanath Township Road, 

New Naroda, Ahmedabad – 382 346, Gujarat, INDIA. 


Objective:
To obtain a position as a Translator in a well-established organization where I can work in competitive and challenging environment, so as to contribute the best of my ability toward the growth of the organization.  

Summary of skill:
· An average daily output of 1,000 words in English to Gujarati translation.
· Prioritizing work to meet deadlines. 

· Maintain files and record keeping.

· Skills in Word, Excel, Power Point, Internet, email.


Employment History:
Consultant

24th June 2016 to 26th March 2018
Raman Development Consultant Pvt. Ltd, Ahmedabad, is a consulting company and doing work for Government and Private different types of works of training, documentation, translation, typing related work. Company has a work of Gujarat Police Academy, Election Commission of India, Anti Corruption Bauru etc. in hand. 
Job Profile:
· Translate English to Gujarati.
· Proofreading and editing final translated versions.
· Liaising with translators for updates of translation work.
· Reading through original material and rewriting it in the Gujarati language.
· Files formatting. 

Stenographer
15th October 2015 to 20th June 2016
1st July 2013 to 30th June 2014
Unnati Pumps Pvt. Ltd, Ahmedabad, is a leading manufacturer of Submersible Pump-sets, Mono-sets. It supplies “UNNATI” brand pump-sets to all over India as well as overseas. 
Job Profile:
· Taking dictation from Executive Director and transcribe it.

· Update files and maintain a variety of records. 
· Check daily e-mail and forward to concerned officer or branch. 

· Take dictation for letters, circulars, tender/quotations, Minutes of the Meeting, Terms & Conditions Unnati Samachar (in Gujarati, Hindi & English).

· Prepare Daily/pending order sheet and submit to CMD on daily basis. 

· Receive orders from party for pumpsets.

· Get ready Order Confirmation & determination report.

Program Associate 
from 16th September 2014 to 30th June 2015.
Population Services International (PSI) is a registered Indian Society dedicated to the improvement of public health in India. 
Job Profile:
· Correspondence through telephonic and by e-mail to Territory Area Sales Managers and Sales Representatives for collection of data.

· Maintain records of data, Compilation, TASMs & SRs attendance, leave reports, resignation etc.

· Provides weekly/monthly analytical reports to State Program Manager daily basis.

· Prepared power point presentations for monthly & quarterly review meetings. 

· Manage Inward-outward letters.

Computer Literate Steno
26th May 2006 to 3rd December 2012
Gujarat State AIDS Control Society, Ahmedabad funded by National AIDS Control Organization, New Delhi, is an Autonomous Body looking for public awareness and control for HIV/AIDS.
Job Profile: 
· Prepare quotations, tenders, general letters, circulars etc. 

· Correspondence to parties. 

· Indent stationery for all departments.

· Give advertisements of tenders in leading news papers. 

· Arrangement for opening of tender/quotation.

· Make Minute of the Meetings (MOM)

· Evaluation of tender documents of bidders.

· Make orders for purchase the goods or services. 

· Make payment order for procure items.

· Make Annual Action Plan (AAP) for all departments.

Steno-Typist
19th September 2002 to 18th May 2006 & 

29th January 2001 to 28th January 2002
B. J. Medical College & Civil Hospital, Ahmedabad, runs by Health Department of Govt. of Gujarat. 
Job Profile: 
· Prepare all letters, circulars, orders etc. as per direction of HOD. 
· Update files and to maintain a variety of records like MD Doctor’s personnel files; leave records, muster roll etc.

· Indent office stationery from College and distribute to doctors.

· Maintain Residents Doctor’s attendance report and send to PG department end of the month.

· Interns Doctor’s joining report, giving completion certificate.

· Arrangement of UG lectures coordination with professor. 


Educational Qualification:
Accomplish Bachelor of Arts (English) with 44% from Gujarat University in the year of 2000.

Extra Qualification:
· Achieve Certificate in Computer Concept (CCC) with 65% from BAOU in the year of 2006.

· Achieve Certificate in English Shorthand (100 w.p.m.) from G.C.C. with 54% in the year of 1997.

· Accomplish 1 year English Stenography (shorthand-100 wpm & Type - 40 wpm) course with 54% from National Council for Vocational Training (Industrial Training Institute) in the year of 1995. 

· Achieve Certificate in English Type (40 w.p.m.) from G.C.C. with 52% in the year of 1995.
Interest:
Chess
Award:
I awarded PEARL AWARD (Appreciation Certificate) from Population Services International (PSI) for my dedicated and hard work.

Personal Profile:
Full Name
: Yogeshkumar Kantilal Rathod


Date of Birth
: 21st September’1974

Gender
: Male

Nationality
: Indian

Marital Status
: Married

Passport No.
: G5353359
Language Known:
Gujarati, Hindi, English. 

Reference:
Mr. Nitinkumar Solanki, State Program Manager, Population Services International (PSI), Ahmedabad. Mob. No.9428819872.

Mr. Mohit Pant, Executive Director, Unnati Pumps Pvt. Ltd., Ahmedabad. Mob. No.9909972582.

Mr. K.T. Patel, Consultant (Procurement), Gujarat State AIDS Control Society, Ahmedabad. Mob. No.9426407242.

Dr. B.D. Mankad & Dr. A.N. Shah, HOD, Medicine Department, B.J. Medical College & Civil Hospital, Ahmedabad. Tel No. 079-22683721 (Ext.1120)

Dr. G. K. Vankar, HOD, Psychiatry Department, B.J. Medical College & Civil Hospital, Ahmedabad. Tel No. 079-22683721(Psychiatry Deptt.)

Yogeshkumar K. Rathod
Telephone: M: +91 88666 31828 
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