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bsunita@hotmail.com 

ACADEMIC QUALIFICATIONS
1994:
Masters in Sociology from Annamalai University, Madras

1991:
One-year diploma course in Computer Science & Applications. Well 


versed with Windows, MS Office, Excel, Power Point, email, internet 

1990:
Bachelor of Arts (with English, Hindi, Economics, Political Science) from Delhi College of Arts & Commerce, Delhi University

WORK EXPERIENCE 

February 2003 onwards

Working with the family-run business enterprise, dealing in sales and maintenance of office automation products like, computer, printer, fax, copier etc.
· July 2002 to January 2003

Worked with CREA - Creating Resources for Empowerment in Action - a not-for-profit organization founded in the year 2000, based in New Delhi, that aims at enhancing the capacities of a new generation of women leaders using rights-based approach. The organization focuses on issues of sexuality, reproductive health, violence against women, economic justice, gender equity and women’s rights.
I joined CREA as Coordinator Operations and I was mainly responsible for Administrative and Finance department. My other responsibilities included:

· General office management including CREA’s accounting, basic bookkeeping, overseeing the maintenance of CREA's database, and other administrative responsibilities;

· Correspondence including responding to public inquiries and requests for information;

· Assisting with the planning of national and international conferences, workshops and meetings and any other events organized by CREA;

· Assisting in the development of CREA’s web-site and other publicity materials;

· Managing and updating CREA's library;

· Representing CREA in various fora.

· January 2000 to June 2002
Co-founded and established a family-run business enterprise dealing in sales and maintenance of office automation products like, computer, printer, fax, copier etc. 

· January 2000 to December 2000 Consultant on the Media Fellowships Programme of the National Foundation for India, New Delhi.  The job responsibilities were similar to the details given below. 
· June 1995 to December 1999:  Programme Officer at The National Foundation for India (NFI), New Delhi, an Indian Philanthropic fundraising and grant making organisation.  My job responsibilities included: 

· Coordinating the NFI Media Fellowships Programme and North East Media Exchange Programme.  The specific tasks included planning and administering the programme; preparing the annual budget; defining an advertising and publicity strategy for the programme; organizing press conferences & post event follow-up; monitoring progress of the work being undertaken by Award winners; organizing the awards function; coordination with the Media Advisory Committee of NFI (also jury); liaison with the media; publication of selected articles of award winners in a book form both in English and Hindi.

Other responsibilities at the NFI included: 

· Administering and programming of development communication projects, which include initiatives undertaken by the Charkha Development Communication Network and ‘News You Can Use’ projects, which were grants made to NGO partners.
· Documentation Services: I managed the library at the NFI and I was instrumental in its automation, sharing information on new publications and their acquisition.

· Fellowships Administration: Assisted the North East Media Exchange programme and South Asia Media Exchange Programme for journalists. The latter has a regional reach.

· Clearinghouse Functions: I was the first point of contact for the receipt and screening of all grant proposals for funding made to the NFI.

· Networking: Provided information on the Foundation’s work to Government, Non Government Organizations and Individuals on a regular basis, both in response to queries and proactively to disseminate information.

· Logistics and Conference Management: Organized monthly Luncheon Seminars at the NFI.  This involved identifying a theme and speaker in discussion with colleagues, sending invitations and providing logistical support and follow up.

· Publicity, Printing Coordination and Outreach: Coordinated the production and distribution of the Annual Report, Newsletter and all publications of the Foundation.

-  Technical Support: Being a small development Foundation, NFI relied on my skills to regularly maintain the computer systems for operation support of other programme colleagues. 

· December 1993 to May 1995: Secretary to the Executive Director, National Foundation for India, New Delhi.  My responsibilities were primarily administrative and included: 

· Setting up the information retrieval system for the office 

· Providing basic computer training to staff and maintenance of the computer systems

· Creating and maintaining a database of contacts for NFI

· September 1991 to November 1993: Computer Operator at Chanakya Consultants Private Limited, New Delhi.  The firm is engaged in preparing feasibility studies, techno economic market surveys etc.  My responsibilities included:  

-  Participating in the editing and production of reports 

-  I was sometimes required to be involved in information collection 

OTHER SKILLS 

In addition to the above-mentioned skills, I do transcription, report writing in Hindi and English. I also do translation from English to Hindi and vice versa and have been associated with feature agencies like Unnati Features, Charkha Network, Press Institute of India and Fountainhead Solutions, the hoot.org (a media watch website run by well known columnist Sevanti Ninan in leading daily newspaper, The Hindu).   Apart from writing Hindi reports regularly for CREA I have done following work as short time assignments:

· Organized library, which included categorization of books, reports, and other reading material and entering them in a computerized library package for an NGO TARSHI (Talking About Reproductive and Sexual Health Issues, New Delhi)

· Edited AIDS Manual in Hindi for V V Giri National Labour Institute, Noida 

· Edited and translated a book called “Common Grounds” on Sexuality for TARSHI

· Edited books of articles written by media fellows for NFI (while working at NFI) 

· Transcribed and prepared reports for NFI of their World Press Photo seminars for three years

· Prepared report in Hindi for TARSHI-OXFAM workshop on sexuality and HIV/AIDS 

TRANSLATIONS


English to Hindi

· Annual Report for National Foundation for India, New Delhi
· Brochure on domestic violence for CREA, New Delhi
· Manual on Advocacy for CREA, New Delhi
· Website contents on Right to Information for Technocom, New Delhi
· Resource material on HERA statement, child sexual abuse for TARSHI, New Delhi
· Manual on gender based violence for CREA. New Delhi
· Right for All – Section 377 for PRISM, New Delhi
· Reading material on advocacy for CREA, New Delhi
· LEAD Poster for Seva Mandir, Udaipur
· Seva Mandir’s organizational profile, Udaipur
· Facilitator’s guide on sexuality, Breakthrough (this has a comprehensive section on HIV/AIDS), New Delhi
· Facilitators guide on preventing domestic violence, Breakthrough, New Delhi
· Brochures on safe abortion, IPAS, New Delhi

· Prepared gender manual for CREA, New Delhi
· Educational Material for a TV program called “gali gali sim sim” for Sesame Workshops, New Delhi

· HI/AIDS Media manual for Thomson Foundation, New Delhi

· Training Manual for ANMs, CEDPA, New Delhi

· Training Manual on Abortion Care, IPAS, New Delhi

· Information package on medical abortion, ICMA, Republic of Moldova
· State of Health in Bihar Report, Population Foundation of India, New Delhi

· Union budget 2008-09 summary, Centre for Budget & Accountability, New Delhi

· Nutrition manual for HIV+ women, Breakthrough, New Delhi
Hindi to English

· Manual on Skill Building of Adolescent Girls for SWAASTHAYA, New Delhi
· Issue based development articles (mostly media related) for the hoot website 

LANGUAGES: Fluent in reading, writing and speaking in English and Hindi and can speak Bengali.

INTERESTS: Reading, music, drawing and traveling. 

                           

Sunita Bhadauria, New Delhi


