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Work Summary


Have Six years of experience in data interpretation/translation and communication with Spanish customers/clients through email, chat, phone call and also coordinating with clients from UK and EMEA region.


Work experience:


May 2005 – Aug 2010:  FCS Software Solutions Ltd

Senior Technical Support Executive – Spanish Language at the Helpdesk of Canon’s e-Learning portal.

· The Process: 
· Web (Mail, Chat) & Voice based technical support in Spanish language on the Canon’s E-learning portal, a vast range of software and hardware courses, especially/exclusively designed by Canon for their employee and channel partners

· Key Responsibilities:

· Query Handling: General queries (Spanish, English) from end users, Technical Queries form stake holders/ Champions regarding modification and site up gradation, which involves discussion with .Net & Java professionals.

· Creation of course frames:  On KP (Knowledge Presenter) as per the translated content available in story boards.

· Process documents: Creation of various process documents.

· Training on webex : Conducting training session for European clients and major stakeholders through webex screen-sharing

· Process Training: Conducting process training sessions for new resources.

· Translation: Translation of the course/assessment content available on the Canon’s E-learning portal

· Client Reporting: Sending processes updates on daily/ weekly /monthly basis.

· Quality Analysis: On Spanish/ English Mails and chats 

· Feedback Session: Conduct Feedback session for team
· Verification of reports: Verifying daily/ weekly /monthly reports before delivering them to clients

· Task Distribution: Distributing the various tasks amongst the Team Members as per their skills and abilities  




Oct 2004 – Mar 2005 – Bertelsmann Marketing Services India Private Ltd

· Key Responsibilities:



· Translation of business correspondence received from various Spanish customers

· Member enrollment for KLM’s frequent flyer program


Corporate Trainings Attended:

· Presentation Skills

· UK Voice & Accent


Academic Qualifications

· Advance Diploma: Spanish Language (Advance diploma)

                                              Bhartiya Vidya Bhavan

                                       Javahar lal Nehru academy of languages

· Bachelor’s Degree: Bachelor of Commerce [B.Com]




   University of Delhi

· Senior Secondary: Completed 10+2 with 72% marks from CBSE. Subjects included Commerce, Accountancy, Mathematics and Economics.

· Higher Secondary: Completed with 62% marks from CBSE
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