VANDANA UPRETY

+91 98677 09430; vandana.pant10@gmail.com; Mother tongue-Hindi

OBJECTIVE

To carve out a niche for self in the corporate world where my skills and knowledge can contribute to the ongoing success of the organization. 

SKILL SET

· Translation / Proofreading / Quality Check -- English to Hindi and Hindi to English language pair
· Voice Over Artist for English and Hindi language
· Recruitment

· Performance management

· Strategic HR

· Employee Welfare

· Benefits

· Administration and Documentation

· Article writing

PROFESSIONAL WORK EXPERIENCE

Freelance Translator, Proofreader and Voice over Artist, India     April 12 – till date

· Working as a freelance translator / proofreader for a US based production house, DELUXE DIGITAL STUDIO. My profile includes English to Hindi translation and proofreading of English subtitles of various Hollywood movies and serials. Also work on their general text translation and legal translation projects for product specification. The translation/proofreading work is done on the proprietary software of DDS. 
· Freelance translator and Voice Over artist with an Egypt based company CT LINGO. Done translation, proofreading and voice over for children’s educational story books.

· Freelance translator / proofreader with A US based company INTERNATIONAL TRANSLATING COMPANY (Head office in Utah) for their e-commerce projects related to popular e-commerce websites.
· Freelance translator / proofreader with A Hong Kong based company TIMES TRANSLATION for their education related government projects for the nursery and pre-nursery classes.
· Freelance translator / proofreader with a UK based company LANGUAGE CONNECT for translating and proofreading the comic books (Marvel Comics) in the English to Hindi language pair. The translation/proofreading work is done on the Content Management System of the Client. 

· Translated an accommodation and travel portal www.tralandia.com with 10,600 words for a Slovakia based company. I get repeated work order from this company for any new updates made to the website.
· Translated 10 medical documents (8 Ophthalmology consent forms and 3 in-patient and out-patient feedback forms) 4000 words for Integrated Language Solutions, New Delhi, India.
· Completed 2 translation projects for an employer wherein translation was done in 2 group languages- English to Hindi and Hindi to English.   
TechQuench Inc., NJ, USA
HR / Recruitment Manager 


           
         Nov 06 – July 09

KEY PERFORMANCE AREAS

· Build strong employee relations. 

· Establish and maintain relationship with clients and vendors to stay abreast with the current and future business needs in their organization.

· Organize recruitment of employees within the organization.

· Organize pre-screening and technical interviews for the consultants.

· Prepare and maintain employee records.

· Initiate staffing policies and procedures.

· Responsible for Employee welfare activities.

· Organize training and orientation programs within the organization.

· Responsible for working with the admin team on the new client and vendor contracts.

Tricolite Electrical Industries Pvt. Ltd. (India) 


Sep’02 – Dec’04
Team Leader HRD (Assistant Manager)



April’04 – Dec’04

Team Co-leader HRD (Sr. Executive)



June’03 – March’04

Executive HRD 






Sep’02 – May’03

KEY PERFORMANCE AREAS

HRD / Personnel & Administration

· Building Employee Competence through planning, implementing and evaluating training and development activities.

· Responsible for designing, compiling, editing and publishing of quarterly In-House Journal (company magazine) and Monthly Kaizen Newsletter. 

· Leave Administration, Statutory Compliance and preparation of monthly salary.

· Generating MIS for HR dept and Coordinating internal communication via intranet. 

· Administering all Hygiene Factors. 

Performance Management & Staff Welfare 

· Organizing training programs and implementation of Objective Based Performance Appraisal (MBO) for staff.

· Preparing Performance Incentive both for staff as well as technical associates. 

· Initiate and enhance Strategic Human Resource Initiatives.

· Strengthen principles of Economic Value Addition (EVA) and initiate Continuous Improvement through Kaizen, Suggestion Scheme and Innovation.

Recruitment 

· Preparing Competence Matrix and Annual Manpower Plan.

· Organizing recruitment and interviews at all levels, taking preliminary HR interviews and participating in technical panel for interviews. 

Documentation 

· Maintaining HR Policy Manual, Induction Manual, Training Manual, Employee Database and Personnel files.

· Maintaining documents for various HR Functions as per ISO requirement.

ON-JOB ACHIEVEMENTS 

· Developed and implemented a transparent system for calculating Performance Incentive.

· Prepared and presented Business Plan (03-04 and 04-05) for HR department. 

· Introduced Performance Appraisal for Technical Workforce. 

· Formulated HR Policy Manual and Induction Manual.

· Initiated technical in-house training programs for Technical Associates.

· Introduced In-House Company Journal and monthly Kaizen Newsletter.
· Successfully compiled and edited 5 In-House Journals. 

· Represented Tricolite at HRM Summit 2003-04 conducted by CII, Northern Region.

OTHER ACHIEVEMENTS

· Secured 2nd position in MBA at Dr. B. R. Ambedkar University, Agra, India.

· Selected for anchoring a national level management development program that was focused on leadership.

· Wrote various articles for the News Flash section of the company website.

· Selected for delivering speech on Training - a tool for HR managers conducted by Confederation of Indian Industry (CII), New Delhi.

· Wrote various articles for school magazine.

SKILL SET

· Excellent people skills.

· Ability to empathize and interact at all levels.

· Excellent writing and editing skills.

· Excellent communication and interpersonal skills. 

· Ability to work effectively as an individual as well as a team member. 

· Highly self-motivated.

PROFESSIONAL QUALIFICATION

· Master in Business Administration (MBA) Dr. B. R. Ambedkar University, Agra, India (2000-2002). Specialization in HR (Major) and Marketing (Minor).

· Bachelor of Science (Botany, Zoology, Chemistry) Kumaon University, India 1999.

· Certificate Course in Computers from Aptech Computer Education. [MS-Office (Word, Excel, Power point), E-mail and Internet browsing]



