Anindita Ganguly
Email: 
anindita.ganguly2014@gmail.com; Mobile No: 7980499253
OBJECTIVE
To work in an open, professional, creative environment where I can take on everyday challenges through application of my knowledge, skills, and abilities, and in the process, grow as an efficient and useful individual with fruitful professional experience.

Skills: 

· Proficiency in languages (English, Bengali, Hindi) for writing, editing, proofreading, subtitling, and translation. 

· Good understanding of UK and US English and different referencing styles

· Good communication skills (verbal and written)

· Knowledge of project management (Certificate course in Project Management from Indian Institute of Management Raipur)
· Translation/Interpretation skills

· Multitasking 

· Excellent research skills
· Good time management and organization abilities 

· Excellent knowledge of MS Office, Adobe Acrobat, and the internet
PROFESSIONAL EXPERIENCE
Working as Freelance Writer (academic, technical, and general), Editor, Translator, and Transcriptionist since 15 April 2016 till date. 
· Writing: Academic articles, essays; marketing materials, blogs, case studies, articles, product descriptions, social media content, website content. 
· In-depth use of SEO. 

· Research-based writing 

· Long-form writing

· Textbook and workbook writing

· Rewriting content/manuscript
· Editing different documents for Papertrue.com and Zopparo. 
· Edited academic papers of faculties from different IIMs and their Fellow scholars. 

· Editing articles of corporate leaders. 

· Translating subtitles of national and international films and web series (English to Bengali; Hindi to English; Bengali to English) for Zest Corporation and Shemaroo Entertainment Ltd 
· Translating manuals of big corporate houses and public enterprises (English to Bengali)

· Transcripting subtitles of national and international audioe and videos.

· Quality checking of media files
Past Experience: 
· Manager (Academic Programmes) at Indian Institute of Management Calcutta from February 2, 2015, till April 9, 2016.
· Carrying out the admission process and counseling prospective students
· Preparing for Convocation

· Maintaining liaison with other departments and vendors
· Advertisements and Brochure publications
· Maintaining internal and external communications
· Faculty Associate at International Management Institute, Kolkata since September 1, 2010, till January 31, 2015.

· Assistant Editor of IMI Konnect, a monthly newsletter of the institute.

· Content Development for IMI website
· Assisting the Placement Committee Chairman in various placement-related issues such as preparing students' profiles, coordinating with the recruiters for placement and summer internship, etc.
· Assisting in Admission Process 

· Content management and designing the study materials for Management Development Programmes.
Projects Associated with:

1. A Case Study on Poultry Sector of India

2. A Project on Corporate Social Responsibly and Performance of the Companies

3. Measuring Management Performance In Indian Retail Sector 

Job Description

· Collection of data both from primary (Field Work) and secondary sources (Books, Journals, Magazines, Annual Reports, World Wide Web, Online Database).

· Collating data and creating a database

· Presentation of data

· Preparing PowerPoint presentations

· Drafting reports

· Swarnakswar Prakashani Pvt Ltd, as Assistant Editor from 1 March 2009 to 31 December 2009. 

Job Description

· Research and content development for the www.bhraman.com website.

· Updating travel-related news to the website.

· Maintaining the website by uploading images, texts, videos; writing short descriptions against video clipping. Making necessary changes as and when required. 

· Developing subtitles for a voice-over for DVD presentation.

· Evaluating manuscripts of travel stories and selecting stories for regular issues of the magazine titled Bhraman.

· Editing and rewriting travel stories for regular issues of the magazine.

· Writing features for regular issues of the magazine.

· Translating (English to Bengali and vice versa) travel stories for special issues of the magazine.
· Wimbledon Publishing Company India Private Limited (Anthem Press) as Assistant Editor from 1 January 2007 to 28 February 2009.

Job description 
PROJECT MANAGEMENT
· Editing raw manuscript in MS-Word using track changes or otherwise; 

· Preparing queries for the authors, solving editorial and other problems in consultation with the authors;

· Liaising with the typesetter and briefing the typesetter regarding the layout of the book;

· Interacting with the designer for the cover design and preparing cover design brief;

· Proofreading in PDF and

· Giving a book the final shape before sending for print.

· Preparing the manuscript for the press.
AQUISITIONING AND COMMISSIONING

· Communicating with prospective authors.

· Communicating with reviewers.

· Deciding on the publication of a publishing proposal.

· Preparing Production plan based on the decided number of titles.

TRAINING 

Effectively training copy editors/proofreaders and supervising their work.

TEAM BUILDING

Building a consolidated team of copy editors/proofreaders, typesetters, designers, printers.

3. Liaising with UK Office and maintaining Activity Reports, Production Summary Sheets.

· The Statesman as Sub-editor, Business and Finance Desk, from June 2005 to December 2005.
Job description 

· Picking up news items from the wire.

· Subbing the news item and giving appropriate headlines.

· Designing the page layout using Quark Express.

· Checking the final plate.

· Giving approval for the final page.

· Uploading the news in the online version of the newspaper.

· ICFAI University Press, Hyderabad, Andhra Pradesh, as Sub Editor, magazine section, from September 2004 to February 2005.
Job description 
Pre-press operations for two fortnightly magazines

· Acquiring necessary materials- articles and features- from respective Research Assistants for the specific magazine.
· Conducting first level editing.
· Sending the text for typesetting.
· Second level editing of proofread PDF

· Sending the complete material to the Consulting Editor (CE) of the respective magazine.

· Incorporating the changes suggested by the CE.

· Conducting final check.

· Sending to the press for printing.

RESEARCH EXPERIENCE
· Research Assistant with the Department of Economics and Politics, Visva Bharati University, Santiniketan in a research project entitled ‘A Study of Secondary Education in Bangladesh and West Bengal’ sponsored by the South Asian Network of Economic Research Institutes (SANEI).

Duration: September 2003–July 2004
· Junior Research Consultant at Brainware Consultancy Pvt Ltd in Kolkata 
Duration: June 2003–September 2003

· Research Assistant at the Women’s Studies Research Centre, University of Calcutta 
Duration: October 2001–December 2002
· Research Assistant at the Department of Economics, University of Calcutta.
Duration: July 2000–September 2001
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PERSONAL DETAILS
Date of Birth: 6 January 1977
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