SWETA MANGUKIA
A-402, Panchsheel -1, Raheja Township, 
Malad East, Mumbai - 400097
dobaria.sweta@yahoo.com, 09664149998

Career objective: - Looking forward to associate myself with an organization, where there is an opportunity to share, contribute and improve my skills with a development of an organization.  I am energetic, enthusiastic and smart working candidate, who enjoys working in a dynamic and competitive environment. 

	Academic Credentials



	Degree
	Board/University
	         Year 
	Percentage/Grade

	B.Com
	S.P.B College of Commerce, -  Veer Narmad South Gujarat University
	2005 – 2008
	64%

	H.S.C.
	H.M.B  Sardar High School -  Gujarat Board
	2004 – 2005
	79 %

	S.S.C
	H.M.B  Sardar High School -  Gujarat Board
	2002 – 2003
	71.33 %


OneForma Certification Courses Accomplished: -
- ISAAC_LanguageProficiencyTest_Grammar_EN-US
- ISAAC_LanguageProficiencyTest_Reading_EN-US
- ISAAC_LanguageProficiencyTest_Reading_GU
- ISAAC_LanguageProficiencyTest_Grammar_GU


	Work Experience




Freelance Translator
Working as a Freelance Translator in English, Hindi and Gujarati since 2022. 
Accurately translate the data and ensure that translations are clear and appropriate.


Project Head
From November 2022 to October2024, Wcities Content Solutions Pvt. Ltd., Mumbai, India.
· Managing the projects handed out to me.
· Ensuring given tasks are carried out efficiently.
· Supervise progress and quality of the projects.
· Provide training to new team member.
· Guiding the team members along with monitoring and reviewing their work.

Editorial Associate
From July 2021 to Oct 2022, Wcities Content Solutions Pvt. Ltd., Mumbai, India.
· Create and maintain the content.
· Do quality checks to ensure data is error-free.
· Research on cities, landmarks and attractions.

Freelance Quality Checker
From November 2018 to June 2021, Wcities Content Solutions Pvt. Ltd., Mumbai, India.


· Conduct quality checks of the editors assignment, to ensure that their work is as per the company guidelines and expected standard.
· Provide feedback to the editors on their work.
· Achieve given targets and contribute to urgent tasks when required.

Freelance Editor
From May 2014 to October 2018, Wcities Content Solutions Pvt. Ltd., Mumbai, India.

· Research travel based content for various attractions and landmarks around the globe
· To create and maintain the record of the attractions and landmarks.

Office Assistant.

From July 2013 to December 2013, Atul International Ltd., Mumbai, India.

Duties and Responsibilities:- 

· Sourcing international suppliers from search engine.
· Follow up with the suppliers till finalization of order.
· Price negotiation with suppliers.
· Maintain and update the supplier’s record on daily basis.
· Manage the office diaries and filing.

Team leader 

From June 2012 to April 2013, B & S Pharmaceuticals Group Ltd., Ruislip, London, UK.

Duties and Responsibilities:- 

· Maintaining Batch Assembly Record.
· Monitoring work of the team members.
· Check the products for production against the Batch Assembly Record.

Accounting and Executive Assistant.

From November 2008 to October 2010, Scada System & Tech. Services Pvt. Ltd., Gujarat, (India).

Duties and Responsibilities:-

· Handled accounting task individually on the Tally Software.
· Passing out day to day purchase, sales, cash, TDS and other entries on the software.
· Finalization of Accounts and Bank Reconciliation. 
· Carrying out the Auditing Work.
· Preparing Service Tax Challans and Tenders
· Filing Income Tax, Sales Tax, Service Tax and VAT Returns on time. 
· Preparing and sending Quotations. 
· Manage Emails and Phone Calls.
· Manage the CEO’s calendar, scheduling meetings and appointments.
· Serve as the primary point of contact for internal and external communications on behalf of the CEO.
· Arrange travel itineraries, including flights, accommodations, and transportation.
· Manage office supplies and equipment, ensuring a well-organized and efficient workspace.
· Salary Administration for about 100 Employees and managing Petty Cash.
· Meeting the customer’s requirements by providing them best service. 
· Handled administrative work like preparing the employees P.F forms, ordering office stationeries, maintaining salary reports, P.F records, Inward and Outward Register etc.
· Preparing and arranging the ISO (Intl. Standard Organisation 9001 - 2008) Documents.
· Authorized to take decision related to Quality Management System as per the requirements of the ISO.     

Languages Known

	English, Hindi and Gujarati (First Language)

Interests

Net surfing and listening songs/music.

**********
