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S/O AMIYA CHAKRABORTY                                                              

Flat no : 41E/15, Anupama  Housing Complex, VIP Road,                                                                                                        

Kolkata 700052, P.O- Air Port, 

Dist.-North 24 Parganas, 

West Bengal (India)
Contact No. (Mobile): 9007812059,  6290671817
e-mail: chakrabortypartha21@gmail.com

     
                Seeking challenging assignments with a growth-oriented organization offering opportunities for professional 
Development  where I can utilize my experience to contribute towards organizational objectives. Total Work   experience 09  years and continue.


· Presently work  Calcutta international School  as a Sub-Staff from March 2019 to till the date.

Job Role: 

· Day to Day filing of Cash/Bank/Journal voucher/Creditors bills/Statutory challans/other relevant documents.
· Numbering the files according to sequence of the a/c software (tally).
· Coordinating with bank for various school related service.

· Coordinating with the Board of Governors for Signatures.
· Coordinating with Govt. Statutory Offices for Submission of TDS return and various statutory documents like Society return, PF form, Gratuity form etc..

· To provide full support to the auditors regarding Documents at the time of auditing.
· Develop and carry out an efficient documentation and filing system
· Asst. to the HR Manager and Facility Manager.
· Help Management Administration work.


          Job role:








            Since June 2015 to Mar 2018
1.

· Having Experience at  Ex-Serviceman Contributory Health Scheme (Indian Defence Organization)  as a Multi Tasking Worker (Over all Responsibility Computer Operation, Maintain and Monitoring ECHS SITL Software).
· (a) Maintain Stock received & entry with a software(ECHS-SITL), Stock Maintain and handling stock count by manually,
· (b) Doing  patient Referral letter by Online,
· (c) Administrative Assistant work (Mainly Computer Related) ,
· (d) Solve computer related program with a SITL data base,
· (e) Monitoring ECHS (SITL) MIS Software, Installation, configuration, and maintenance of MIS software.  
· My fixed term Contract End 31.03.18
2.         WEST BENGAL STATE ELECTRICITY DISTRIBUTION COMPANIES LIMITED (CRM-Cell)                      Since  Jan 2011 to Jan 2014
              Post:-Executive Assistant (Administration-CRM Cell) P.A to Divisional Engineer.
              Deputed by Bozon Technologies Private Ltd.


Job role:

· Provide the full range of secretarial duties including typing, formatting, drafting etc.
Primary point of contact to receive calls, mails and couriers on behalf of the process manager.
Keep log of all outgoing mail and invitations as well. -Arrange/request Conferences, and presentation setups. Managing  calendars and set up meetings.
· Maintain online MS-Outlook , Keep stationery, office equipment, etc. and make arrangement for placing a new order.
·  Work with oracle software, making computer presentations and preparing MIS reports; efficient in proper filing and maintenance of all the reports. Involved in official work, 

· Handling overall responsibilities of office work, operations MIS and Data management of the files of projects etc. Managing day-to-day general correspondences like letters, faxes, e-mails etc and managing  proper and accurate records of incoming/ outgoing communications and confidential files.    
· Handling EPABX system. 
· Take minutes during meetings.
· Oversee the performance of other clerical staff.
· Rack daily expenses and prepare weekly, monthly or quarterly reports.                           



3.          Having Experience as a  OFFICE ASSISTANT post for computer Operation,  office of the  Chakraborty  enterprise                             (Govt. Electrical Contractor) from 2005 to 2007.(2 Years.)

        Job Role:  

· Handling incoming calls and other communications.

· Managing filing system.

· Recording information as needed.

· Greeting clients and visitors as needed.

· Updating paperwork, maintaining documents and word processing.

· Helping organize and maintain office common areas.

· Performing general office clerk duties and errands.

· Organizing travel by booking accommodations and reservations needs as required.

· Coordinating events as necessary.

· Maintaining supply inventory.

· Maintaining office equipment as needed.

· Aiding with client reception as needed.

· Experience as a virtual assistant.

· Creating, maintaining, and entering information into databases.



Educational & Qualification
· Bachelor Degree of Library and Information Science –KSOU 2015 (65.67%)

· Diploma Computer Application from Amity Computer Academy (70%) a west bengal Govt. Regd. Institute (West Bengal-India)
· Bachelor Degree of Arts - History (Honours) 2005 from --
Bidhan Nagar Government College, University of Calcutta, Kolkata 48% (West Bengal-India)
Class XII 2002: Acharya Prafulla Chandra High School For Boys, WBCHSE, Kolkata 58.7% (West Bengal-India)
Class X 2000 : Acharya Prafulla Chandra High School For Boys, WBBSE, Kolkata 59.63% (West Bengal-India)


Date of Birth: 14th January 1983: Gender: Male: Status: Unmarred ,  Hobbies: Playing Cricket, Foot Ball etc.

Language Proficiency:  English, Hindi, Bengali

