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OBJECTIVE: To enrich and utilize my skill and knowledge for growth of the organization as well as personal growth.

[bookmark: PROFESSIONAL_QUALIFICATION:]PROFESSIONAL QUALIFICATION:
· Completed 3 months Suryamitra Solar PV Technician Course [Under The Ministry Of New And Renewable Energy (MNRE)] (2016-2017) From “National Power Training Institute”, Durgapur, West Bengal.
· Completed one year Post Diploma(2011-2012) in “Thermal Power Plant Engineering” With 1st Division at
“National Power Training Institute”, Badarpur, NEW DELHI (Under the Ministry of Power Govt. of India) An ISO 9001-2000 & 14001 Organization.
· This course fulfils the mandatory requirement of IE rules 1956 (amended 1981) and authorised to operate or undertake the Operation & Maintenance of Power Plant of capacity of 210 MW and above.

EDUCATIONAL PROFILE:

ACADEMIC QUALIFICATION:

	Sl.
NO.
	QUALIFICATION
	YEAR OF PASSING
	% OF MARKS
	SCHOOL /INSTITUTE/ DEPARTMENT
	BOARD /UNIVERSITY

	1.
	10+2
	2006
	46.6
	Bidhan Chandra Institute,Durgapur
	W.B. Board

	2.
	10th
	2003
	59.67
	Benachity High School,Durgapur
	ICSE, Delhi



 TECHNICAL QUALIFICATION:

	Sl.
NO.
	DEGREE
	YEAR OF PASSING
	% OF MARKS
	INSTITUTE
	BOARD/UNIVERSITY

	1.
	Diploma in Electrical Engineering (Full Time)
	
2010
	
72.2
	
New Horizon Institute of Technology,
Durgapur- 713216
	
West Bengal University of Technology



PROFESSIONAL EXPERIENCE
Working as Administrative & Project Coordinator with Mridaya I.T. Services – Sep’2017 to Present
My roles & responsibilities –
a. Managing Vendors. 
b. Managing bills provided by vendors and negotiate for new tie up.
c. Back office activities using MS Office (Word, Excel and Powerpoint)
d. In absence of HR, look for HR related works as well
e. Handling 4-5 software projects at a time to maintain delivery to clients
f. Client discussion and negotiation
g. Project proposal and maintaining project expenses & profit.
h. Client meet in various location in India
i. Cost estimation, budgeting, cost control 

Worked as Back office executive (in Contract) in Mejia Thermal Power Station – Jun’2015 to Jun’2017
My roles & responsibilities –
a. Managing staffs and their shifts
b. Attendance and update in SAP ERP
c. Managing and updating the Conveyance, Overtime, food bills, onsite allowance etc in excel and SAP ERP
d. Managing vendors who supply foods, factory raw materials, water, transport etc
e. Taking care of vendor bills and getting them approved from Project director
f. Negotiation with vendors

VOCATIONAL TRAINING:

· DPSC Ltd, Asansol, West Bengal during June- July (2009).
· Worked under Chinnakuri Power Station (CPS) and visited its most departments.

PRACTICAL EXPERIENCE DURING P.D.C (T.P.P.E) FROM NPTI :

· 15 Days On Job Training at Badarpur Thermal Power Station (NTPC), Badarpur, New Delhi.
· Completed 2 weeks Simulator Training Under 210 MW Unit (Thermal) At NPTI, Badarpur, New Delhi.
· One Month Rotational On Job Training Completed From PPCL (PRAGATI POWER CORPORATION LIMITED), New Delhi.

INDUSTRIAL VISIT:

· Durgapur Steel Plant Electrical Section, Durgapur
· Alloy Steel Plant Electrical Unit, Durgapur
· Mejia Thermal Power Station, Mejhia





OTHERS KNOWLEDGE:

· Basic computer skills,
· Fundamentals Of Computer
· MS-DOS, MS-Word, MS-Excel, MS-PowerPoint
· Windows
· Internet
· Spoken English, English Writing Skill etc.

EXTRA-CURRICULAR ACTIVITES:

· Represented my school in cultural activities,
· Played football as well as cricket at school level,
· Hobbies: Net surfing, Listening music.

PERSONAL INFORMATION:

Name:			Suman Panda. Father's Name:			Asish Kumar Panda. 
Date of Birth: 			12th April, 1987.
Gender:		Male
Marital Status:		Single.
Nationality:		Indian.
Religion: 	   Hinduism.
Languages Known: 	     English, Hindi & Bengali.

Contact Number:	     9153770875
Email id:        	     suman.dgp007@gmail.com
Present Address: 	     Milan Pally, Katjuridanga, PO Kenduadihi, Bankura , West Bengal


DECLARATION

I hereby solemnly declare that all the statements made above are true and correct to the best of my knowledge. 
Date:	Suman Panda
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