                                         
      CURRICULUM   VITAE
Name: Mary J

Present Address: BHEL Township, RCPuram, Hyderabad, India. Pin 502032. 

E-mail ID: angelmaryj@gmail.com   Contact number: 09966956213
Objective: Intend to develop my passion for reading and writing, enrich my capabilities, and obtain a deep sense of fulfillment by successfully achieving the expected results.
Work Experience:
1. Translation experience (5 years, part-time): I take part in a global education volunteer program, which involves reading, writing, and talking to people in various languages. I translate articles and videos to local languages and help people understand their meaning and application. Also I give presentations or lectures in these local languages after translating the main content from English language. I work in Tamil and Telugu fields, so am frequently involved in reading and translating into these languages. Reading, writing, translating, and communicating with people via various media is a fulfilling work, as it helps me grow and also helps me connect with others and educate them too.

2. Worked for Apex Covantage as a Content Analyst. 
Client:
Our client is a US-based company and is one of the largest publishers of books, journals, and other reading material. The company has a large online library that features different kinds of reading material useful for students, teachers, scholars, and researchers. The services we provide to our client include: indexing, abstracting, and editing.
Responsibilities:

Following are the responsibilities I handle:

· Abstracting: Writing abstracts for various types of articles that appear in some of the prominent journals that are widely circulated across the world. Types of articles include news articles, research studies, scholarly articles, book reviews, historical manuscripts, law reviews, biographies, philosophical articles, conference reports, exhibition reviews, film reviews, etc. Currently working on three different databases on our client’s online library: Education, Social Sciences, and Humanities.

· Editing: Editing author abstracts as per client’s requirements. This involves reducing the word count of the author’s abstract, structuring the author’s abstract in a proper order, bringing out the main points and eliminating sentences that add little value to the abstract, and checking the readability.

· Indexing: Indexing involves assigning key terms that give a complete picture of the article, and specifying other useful information such as article type, author names, names of people or organizations being discussed, types of pictorial representations appearing in the article, etc.
3. Worked with an International School as a Mathematics Teacher (2016– 2020)
· Teaching Mathematics (IGCSE curriculum) for grade 5

· Creating lesson plans and PPTs for teaching.

· Planning group activities for each unit to achieve the learning objectives.

· Attended a few trainings by Cambridge on Teaching Mathematics and using Collins Resources effectively.
4. Worked as a part-time Tutor for Grades VIII, IX, and X. (2012-2016)
· Subjects handled (CBSE and ICSE syllabus): Mathematics, English
· Preparing practice worksheets and content for PPTs for teaching.

· Preparing weekend projects and activities that help students develop creative thinking skills and Mathematical concepts.

· Using power point presentations and videos in the classroom, and encouraging student-driven group discussions.
5. Worked as an HR-Recruiter (ITES) with Dewdrop Career Solutions.   (2008-2010)
 
Responsibilities:

· Handling the initial recruitment cycle.

· Sourcing profiles through job portals, references, networking, mass mailing and in-house database.

· Interacting with the candidate and explaining about the opportunities available with the Client.
· Scheduling a Client interview with the candidate. 
Educational Qualifications:
· B-Tech (ECE) (2003 to 2007)

· Intermediate (MPC) (2001-2003)

· SSC (2000-2001)

 Academic Skills and Achievements: 

· Good writing skills: Took part in many essay-writing competitions in school and college and won prizes. Writing poems is one of my favorite hobbies.
· Good communication and presentation skills: Given many seminars and presentations in School and in College and won many prizes.

· Participated in a State-level Science Fair on the topic “Disposal of garbage” in the year 1999.

· Secured first prize for my presentation on the topic “Distillation of Petroleum” in a District-level science Fair.

· Attended many seminars on VLSI (Very Large Scale Integration) and Digital Image Processing and Graphics during 2005-2007.

· Taking part in an educational program which involves visiting people’s homes, teaching them to read and write, and educating them to cultivate good habits.

· Good Mathematics and puzzle solving skills – Good percentage in Mathematics during school and college. Taken part in Ramanujan talent search exam and secured good percentage.
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