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Abstract

This report offers an overview of my internship as a Junior Executive at the Daffodil Institute of

Languages (DIL), focusing on translation, transcription, and editing. It begins by introducing

DIL's mission, emphasizing language proficiency's importance in a globalized world, its

objectives, and its commitment to language education and communication excellence. The

internship's primary responsibilities included the translation of documents and texts from the

source language to the target language. This task demanded linguistic expertise and cultural

sensitivity to ensure accurate and contextually relevant translations. Additionally, transcription

duties required the conversion of spoken languages into written form. The report also delves into

the editing component of the internship, which involved paraphrasing, proofreading, and

enhancing written materials for clarity, and correctness. Attention to detail and linguistic

precision were essential in ensuring the quality of content produced.

In conclusion, the report reflects on the personal and professional growth achieved during the

internship, emphasizing the importance of adaptability, effective communication, and a strong

work ethic in a language-intensive environment. This internship at the Daffodil Institute of

Languages was a transformative experience that allowed me to contribute to the institute's

mission while enhancing my languages-related skills.
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Chapter 1

Introduction

Language proficiency holds immense significance in today's globalized world, playing a crucial

role in various aspects of our personal, academic, and professional lives. Being multilingual

helps people communicate more effectively, which minimizes miscommunication and builds

stronger bonds between individuals from different linguistic backgrounds. Language ability is

crucial for international trade, negotiations, and teamwork in the global company and economy

since it opens doors to new markets and wide networks of partners and clients. It is essential to

research and education because it provides access to international intellectual resources and gives

academic pursuits a competitive edge. Language ability improves travel experiences by enabling

successful local communication and cultural immersion. It is essential to diplomacy for

agreements, preserving goodwill, and powerful representation on the international scene.

Multinational corporations must serve their worldwide client and collaborate smoothly.

Language ability improves online engagement and expands one's worldwide audience reach in

the digital era. It's also a tool for developing one's cognitive capacities, promoting an

open-minded outlook, and resolving conflicts peacefully.
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Chapter 2

Background and Significance of the Project

The internship project at the Daffodil Institute of Languages as a junior executive with

responsibilities in translation, transcription, and editing is a significant opportunity with a rich

background in the field of language services. This internship serves several aspects of the

organization's operations while offering an invaluable chance to learn. Let's explore the project's

background and significance as an internship:

Background

The Daffodil Institute of Languages is an institution that provides language education and

services. It provides language support, translation services, and language training. The project

involves translation, transcription, and editing. These are vital language services that have a wide

range of uses. Translation involves rendering content from one language to another, transcription

converts spoken languages into written form, and editing ensures that written materials are

accurate, clear, and polished.

Significance

This internship offers a priceless chance to develop and polish translation, transcribing, and

editing abilities. Being proficient in these areas is crucial for my personal and professional

development as well as the language services sector.

● To work on real projects and activities to obtain practical experience. This entails

familiarising yourself with the language services industry's process, standards, and

quality expectations.

● To increase one's awareness of language and culture, with a particular emphasis on

context, idioms, and subtleties in both the source and target languages.
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● Interaction with clients is encouraged during the internship in order to comprehend their

needs maintain efficient contact interacting with clients and make certain that their needs

are fulfilled.

● Meetings with clients, comments, and adjustments could be part of this.

● Exploring career opportunities in the language services sector is one of the internship's

main goals.

● To acquire efficient time management techniques in order to manage projects, adhere to

deadlines, and effectively prioritize jobs

©Daffodil International University
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Chapter 3

Methodology

● I chose the Daffodil Institute of Languages for my internship.

● At first, I collected the ‘Forwarding Letter’ from the office of the English Department,

DIU.

● I submitted the ‘Forwarding Letter’ to the authority of DIL and joined on July 2023.

● I joined there as a Junior Executive

● I prepared the internship report based on my experience at DIL.

©Daffodil International University
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Chapter 4

Overview of Daffodil Institute of Languages

The Daffodil Institute of Languages was established in 2013. Previously it was situated at

Dhanmandi, Dhaka. Now it is at Daffodil Smart City, Birulia. Savar, Dhaka. The institution is

well-equipped with modern language learning facilities and it pays special attention to the needs

of students. In a cordial and friendly atmosphere, classes are conducted by efficient and

experienced teachers

Daffodil Institute of Languages (DIL), associated with Daffodil International University (DIU),

is in existence to help students with language proficiency. It offers courses in foreign languages

like English, French, Spanish, German, Arabic, Chinese, Korean, and Japanese. It has both short

and longer courses. Besides language courses, it offers IELTS preparation courses and basic

English grammar courses. Daffodil Institute of Languages (DIL), also offers services like Article

reviewing, Translation, Editing, and Transcription.

Mission & Vision Of Daffodil Institute Of Languages (DIL)

Vision:

Daffodil Institute of Languages aspires to be the gold standard in foreign language education in

Bangladesh at affordable prices without compromising on quality.

Mission:

Daffodil Institute of Languages aims to offer its participants a friendly but professional

environment where they find learning objectives challenging but possible, where they are

supported by teaching and administrative staff who are interested in them, and where they get

confidence in their ability to learn the languages they need to acquire

©Daffodil International University
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Chapter 5

Internship Activities

Support and Mentorship

During my internship, Dr. Ehatasham Ul Hoque Eiten Sir, the Deputy Director of DIL, provided

me with assistance and mentorship that greatly enhanced my learning process. Dr. Eiten played a

pivotal role in helping me understand the complex aspects of my work and the various projects I

was involved in. He was always approachable and willing to answer my questions. His constant

inspiration, encouragement, and support gave me the confidence to take on difficult challenges.

Responsibilities

My primary responsibilities as a Junior Executive at the Daffodil Institute of Languages (DIL)

were translation, transcription, and editing. These tasks are essential to the institute's goal of

promoting linguistic competence and intercultural understanding. Here my works were

project-based. I did not have to do regular office.
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Duties as a Translator

Document Translation:My responsibilities as a translator included translating a variety of

materials and documents from the source language to the target language. I translated from

Bengali to English and from English to Bengali. I translated stories, guidelines, and survey

reports. This required knowledge of a variety of topics and sectors.

Linguistic expertise: Being proficient in both the source and target languages was essential to

my job. Translating language and communicating the underlying meaning was crucial. This

required linguistic accuracy and an understanding of idiomatic expressions.

Project Management: I was responsible for managing translation projects, from beginning to

end. This required setting project timelines, and ensuring that the translations met the desired

quality standards and deadlines.

Quality Assurance: Ensuring the quality of translated content was the most essential thing. It

was my responsibility to go through and proofread translations to ensure there were no typos,

grammatical mistakes, or omissions. The integrity of the translated information was upheld by an

ongoing process of quality assurance.

Technology Utilisation: To help with the translation process and increase its accuracy and

efficiency, I frequently used tools and translation software like Dictionarybd for synonyms,

ChatGPT Plus, Grammarly, and Google Translate.

My role as a Junior Executive at DIL in the realm of translation required linguistic proficiency,

and acute attention to detail. It was a challenging position that contributed to the institute's goal

of encouraging linguistic competence and intercultural understanding.
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Duties as a Transcriber

Spoken Language to Written Form:My primary responsibility was converting spoken

language into written copy, often from discussions and interviews. This required accurate

transcription of uttered words and active listening. I transcribed 19 interviews so far. The

interviews were taken in Bengali and I had to transcribe it in English.

Accuracy and Attention to Detail: Transcription requires utmost precision. I had to make sure

that every word, sentence, and speech was accurately recorded in the transcription. Errors of any

size could affect the transcript's overall quality.

Confidentiality:Many of the recordings I worked with contained sensitive or private content.

Maintaining the confidentiality and security of these materials was of utmost importance. For

Example, I transcribed some interviews on cybercrime. I had to maintain confidentiality as it was

a sensitive matter. Most of the interviews were anonymous. Some of them mentioned their names

but I was instructed not to disclose those information. In the transcriptions, I used the words

interviewer and interviewee instead of names.

Meeting Deadlines: Transcription projects came with deadlines, especially if the transcripts

were required for research and reports. Meeting these deadlines was crucial to ensure the timely

availability of the transcribed material.

Proofreading and Quality Control: I always proofread a transcription after finishing it. This

included going through the transcript to make sure there were no more mistakes, make sure

nothing was missing, and make it easier to read.

Technology Utilization: In many cases, I used tools like Google Translate and Google for

synonyms and meanings to assist with the transcription process, making it more efficient and

accurate.

Overall, my role as a Junior Executive in transcription at DIL required a keen ear for detail,

strong language proficiency, a commitment to accuracy, and a respect for confidentiality.
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Duties as an Editor

My responsibilities included a wide range of duties, including editing, proofreading, and

paraphrasing.

Grammar and languages: I was responsible for identifying and correcting grammatical errors,

including improper usage, misspellings, and punctuation. Maintaining linguistic precision was

crucial.

Consistency and Clarity: I was also responsible for improving the written materials' clarity.

This required rearranging sentences to increase coherence and making sure the tone and style of

the document were maintained throughout.

Content Rephrasing: To minimize plagiarism and redundancy, content rephrasing is rewriting

sections of the text while maintaining the essential ideas. It also requires utilizing a different

language and sentence structure.

Clarity Maintenance: To keep the rewritten language understandable and well organized, I tried

to preserve the content's clarity and flow when I paraphrased.

Enhancement of Originality:While expressing the same concepts and details, paraphrasing

provided a chance to make the text more distinctive and creative.
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Learnings and Skill Development

My internship at the Daffodil Institute of Languages (DIL) was a transformative experience that

had a profound impact on my personal and professional growth. It improved my language

proficiency and sharpened my communication, adaptability, and work ethic in a setting where

language use was prominent.

Adaptability: DIL's work involved a wide range of disciplines and industries, with tasks

involving translation, transcribing, and editing. This needed flexibility because I had to become

quickly acquainted with a variety of subjects and jargon. It became second nature to adjust to

new problems and client-specific requirements. This flexibility also included handling

conflicting priorities and short deadlines, giving me useful skills in the fast-paced world of the

workplace.

Communication: Clear and effective communication was essential, particularly when working

with a diverse client and a team.

Language Proficiency: Through translation, transcription, and editing work at a language

institute, I improved my language proficiency while working here. It became clear how

important language skills are in today's globalized society. It is essential for efficient

communication, understanding people from different cultural backgrounds, and many other

facets of both personal and professional life.

Strong Work Ethic: The experience underscored the need to keep professionalism and integrity

while achieving deadlines and maintaining high standards.

Skill Development: The work experience greatly strengthened my translation, transcription, and

editing skills, equipping me with practical experience.
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Industry Knowledge: I gained valuable insights into the DIL industry in which I was working.

This entails being aware of best practices, industry trends, and the particular difficulties the

industry or organization faces. The Daffodil Institute of Languages handles a variety of

operations at once. Regular classes, workshops, and other project-based activities are carried out

together there.

Professionalism: This internship taught me the value of reliability and timeliness, as well as

effective communication and office decorum.

Problem Solving: Internships often present interns with real-world challenges that require

problem-solving skills. Learning to tackle these challenges effectively can be a significant

takeaway. For example-

● When I had multiple projects with deadlines I divided and arranged them according to

priority.

● While transcribing some words in the audio were unclear so I decreased the playback

speed and changed the volume to make it clear.

Feedback and Improvement: Receiving feedback from mentors and supervisors is a great

benefit of internships. It is important to learn how to take constructive criticism and apply it to

your career and personal development. I received feedback directly from the client about how to

make my transcriptions look like professional ones. For example- I did transcriptions of some

interviews taken by Mr. Aftab Hossain sir, Assistant Professor and Head, Department of

Journalism, Media and Communication, FHSS. Sir suggested adding the timing [H.Min.S] after

every few lines. He was pleased with my work as I completed the tasks on time.

These takeaways collectively contributed to my development as a professional, equipped with

valuable language-related skills and the ability to navigate the complexities of today's globalized

world. It reinforced the importance of adaptability, effective communication, and a strong work

ethic, which I carry forward in my future endeavors in language studies and beyond.
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Chapter 6

Challenges and Learnings

During my internship at the Daffodil Institute of Languages (DIL), I encountered several

challenges, both specific to the translation, transcription, and editing work and related to general

workplace experiences:

1) Some documents were handwritten. It was really difficult to understand the writeups.

2) In some documents the use of standard source languages was not used so it took a lot of work

to translate.

3) Transcribing content from audio recordings posed challenges when the audio quality was

poor. Some of them had background noise and a few pronunciations were unclear

4) In a fast-paced environment, balancing quality with the need to meet deadlines was a common

challenge.

Overall, these challenges enriched my learning experience during the internship, fostering

adaptability, problem-solving skills, and the ability to navigate diverse and dynamic work

environments.
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Chapter 7

Observations and Findings

Observations

● I'll highlight the main findings from my practical experience as a Junior Executive at the

Daffodil Institute of Languages in this part.

● The institute had a well-established procedure for managing translation, transcription, and

editing activities when I started my internship.

● There were many various kinds of tasks that needed varying degrees of skill and attention

to detail, such as academic content, technical instructions, and legal paperwork.

● The institute had a dedicated team for each aspect of language services. This made it

possible to handle different projects with a more specialized and effective approach.

● I observed that teams needed to collaborate and communicate well with one another,

holding frequent meetings to make sure everyone understood the objectives and

requirements of the projects.

Work Environment Insights

● At the Daffodil Institute of Languages, professionalism and a strong commitment to

quality define the workplace.

● The company promoted continuous learning and development while providing us with

access to useful tools and resources to help us in our work.
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Findings

● I'll describe the main conclusions from my project work and real-world experience during

my internship at the Daffodil Institute of Languages in this section. These results provide

insights into the work I did and the development I went through.

● Project Results

● I learned through my participation in several translation, transcription, and editing

projects that paying close attention to detail is crucial to guaranteeing the accuracy and

quality of the finished product.

● Grammar proficiency alone was insufficient. I have to comprehend the tone and meaning.

● I observed that managing one's time well was essential, particularly when handling

several assignments that had multiple deadlines.

● During my internship, I gained significant experience in organizing and setting priorities.

● Self-Assessment

● My strengths included good listening skills, adaptability to diverse project requirements,

and the ability to meet tight deadlines.

● The need for more development in concentrating on one task at a time and a stronger

emphasis on preserving work-life balance were noted as weaknesses.

● Opportunities for future development included specializing even more in editing,

transcribing, or translation.

● The requirement to stay current with language technologies and industry trends was

brought to light by threats.
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Chapter 8

Recommendations

● Based on my findings, I recommend assigning work early.

- The sooner the tasks are assigned, work can be divided among the team according

to skills.

- Assigning tasks well before the deadline reduces the stress and pressure

associated with last-minute assignments.

● To meet the rising demand for specialized language services, the organization can

consider extending its offerings into specialized fields.

-Offering video transcribing and closed captioning services.

-Translating intricate technical manuals, engineering drawings, and scientific

research papers while having a thorough awareness of technical terms unique to

the business.
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Chapter 9

Conclusion of the Project

In conclusion, the internship at the Daffodil Institute of Languages allowed me to contribute to

the institute's mission of providing top-notch language services to clients across industries. The

study highlighted how essential it is for anyone working in the language services industry to

keep learning and developing. It also emphasized how important it is to modify language to fit

industry standards and pay attention to what clients demand.
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Chapter 11

Appendices

©Daffodil International University



19

©Daffodil International University



20

©Daffodil International University



21

©Daffodil International University



22

©Daffodil International University


