ANANYA DEY 
E-Mail:ananyadey9@gmail.com
Objectives:
Eager to utilize education, skill and knowledge for benefit and growth of your Organization. A quick learner and ability to surpass goals. My aim is to gain an impression and full faith as a Secretary by rendering my best efforts, efficiency, and loyalty towards the employee and the organization.

Academic Particulars
B.A. (Bengali Hons.)
:

1995  
 

Higher Secondary

:

1992 
Secondary


:

1990  
Professional Qualification

Completed the training of Secretarial Practice Course – 1 year under National Certificate of Vocational Training from George Telegraph Training Institute, Sealdha,1996 – Division 1st Class and Basic Computer from NIIT – 6 months
Professional Expertise  

Knowledge of

Maintenance and updation of HR records, Shorthand, Computer Operation including Windows, Word, Excel, Internet Surfing, Video Conferencing, MS POWER POINT, e-mail etc. Electronics Typing Writing, Telephone Operating - PBX etc.

 Career Contour


A. Started Career as Receptionist in September 1996. Worked in M/s TRISITA CORPORATION, a leadership organization in the Information Technology, dealing with most of the multinational brands like HP, Compaq, IBM, APC, Microsoft etc.

Promoted as Secretary (to Marketing Director) cum P.R.O – Customer Service in July 1998 till December 2002 in the same organization. 

Highlights:

· Checking mail & e-mails on behalf of the Director and send reply accordingly.

· Taking dictation in Shorthand and making printed.

· Handling most of the calls of Director.

· Sending product leaflets to the customer’s alongwith quotation.

· Taking an active role to attend the incoming visitors who generally comes to meet the Director and fulfilling their needs.  

· Creation & design or product mailer in Power Point, which has been appreciated by customers, and augmented effective business of the current organization.

· All sought of co-ordination with the customers over telephone, 

E-mailing, mailer etc.

And many more…………

B. Presently working in M/s C & E Ltd, a leading Leather and Chemical Manufacturing Organization with a worldwide infrastructure as Confidential Secretary to Chairman from January 2003 till date, and promoted to Branch Head in the year 2011
Additional charge handed over to me as Executive - HR, where the following work are included:-

1. Maintenance of Leave Register
:
Maintain Leave Register and upgrade 
it from time to time. At the time of salary, it is mandatory to submit the record, so that employees get their salary depending on the register.

2. Maintenance Personnel Files  
:
To keep all the papers including 
RESUME, Appointment Letter alongwith Qualification Certificate, Residential Proof, Personal Data Form duly filed up by the candidate etc in one file.

3. Maintenance and updation of 
Personal Record Card 

:
Each employee should have his 
Personal Record Card – mentioning his Name, Designation, Address, Guardian Name, Contact number, Blood Group, as and when required, it needs to be updated.

4. Attendance Register


:
Maintenance of Attendance Register 
on daily basis, as per company policy. Attendance of all the staffs need to send to Head Office, Chandigarh on 1st of every month for their salary payment.
5. Drafting Appointment Letter
:
As per the discussion with the candidate, 
Appointment letters are prepared and a copy send to the various department for their record and doing the needful.

Responsibilities as Secretary: 

· To provide administrative and secretarial supports to all the branches, offices from time to time as and when required.
· Checkup Share market and update accordingly, trading, buying and selling as and when required
· Perform general secretarial duties such as correspondence by letters, e-mails, screening phone calls, scheduling appointments and meetings, travelling arrangements etc. 

· Liaise and co-ordinate with external parties, other subsidiaries and/or departments on matters relating to operations, administration, HR etc. 

· Maintain proper filing system and ensure effective document control for easy access and retrieval. 

· Organize and manage confidential documents, correspondence, record and maintain filling systems in assuring accurate document filling for easy access and retrieval. 

· Follow-up on urgent matters requiring attention and deadlines / issues raised during meetings. 
· Accounts related works like KYC updation, closure of accounts, opening of new bank accounts etc

· DSC Application, ROC related works etc
· Maintaining Credit Card Register to enable bills to be paid in time, writing letters related to the billing like late charges, removal of Renewal fees etc as instructed by the Chairman 
· Maintaining Personal Investment record and doing the needful regarding renewal, withdrawal of the policies as and when required
· Look after IFCOMA (Indian Footwear Components and Manufacturing Association), ILCPA (Indian Leather Chemical Promotion Association)  activities, LCMA (Leather Chemical Manufacturers Association, Mumbai) activities, circulate notice with agenda, Drafting Minutes of the meeting, new member enrollment etc
· All types of ticket (International, Domestic) booking, hotel booking

· Passport and Visa related works

· Prepare Board Meeting file, agenda, and Minutes of the meeting

· Maintain Office Stationeries
· Ability to handle multiple priorities and should have good time management skills. 
· To travel with the Chairman as and when required to attend meetings etc

 And many more……

SKILLS PROFILE
· Dynamic, versatile professional with 21 years functional experience in Secretarial Functions & Administration
· Strong communication /  client facing skills
· Excellent interpersonal skills

· Good organizational skills

· Able to work under pressure and manage constantly changing priorities and commitment
· Ability to handle multiple priorities and have good time management skills

· Well versed with Windows, MS Office, Internet Application
· Proven capability to learn and deliver comparatively more in less time
· Able to travel 

 Personal Dossier
Date of Birth


:

22nd October, 1974
Marital Status


:

Married, having a kid of 10 years, studding in 
Dr. Graham Homes, Kalimpong, class IV
Permanent Address

:

3, Gagan Sarkar Road, Beliaghata, Kolkata – 
700010

Language Known


:

Reading
Writing
Speaking

English





   Yes

   Yes

    Yes

Bengali





   Yes

   Yes

    Yes
Hindi










    Yes

Hobbies



:

Singing, listening to music, traveling 
PASSPORT 



:

L 2197862
Notice Period 


:

15 days
Other Achievement / engagement
:

A. Presently In the Board of the following companies:
1. B G Chemicals Private Limited-  a Group company of Chemcrown Exports Limited
2. K Kalpana Plastik Ltd
3. Teesta Agro Industries Limited
4. PSL Financial Services Limited (Posupati Group)
Director Identification no

: 
01297763
 Signature:
