BAISAKHI GANGULI

Permanent Address:



Local Address: 
74 Prirozpur Womens College Road,


46 Kabi Sukanta Road,
DIST – Malda ,West Bengal, India,


Near Santoshpur lake,
Pin – 732101





Kolkata, West Bengal,
Mob No: +91 7003414032                                          Pin 700075
E-mail: gangulibaisakhi@gmail.co                                     

                                                                                  

Objective 
To ensure a commendable position in any industry where the experience gathered in the tenure of 4 years can be executed and appreciated.
Work Experience 

	Company
	Perfect Relations Pvt Ltd  

	Duration
	Sep 16 to Till Now

	Industry
	Public Relation

	Position
	Executive in Accounts and Administration

	Responsibilities
	· Complete responsibility of east regional office in aspect of accounts and administration.
· Preparation of monthly invoice, timely submission to client and follow up till payment clearance.

· Site cost estimation with all provisions and expense as per budgetary control.
· Maintaining of balance sheet, cash flow, track expenses (CAPEX and OPEX), handling petty cash.
· On daily basis supervising the entire office Facility & Security administration. Assigning duties to the physical security team, housekeeping team etc.
· Responsible for cleaning of office premises as per corporate standard and be hygiene safe environment to work.

· Taking care all equipment installed at office premises. To create and update Preventive Maintenance Schedule of all infrastructure on a regular basis.
· Indenting and issuing stationary for entire company staffs.
· Supports HR operation at regional office like attendance preparation, claim reimbursements, new joining/exit formalities, conduct any training session with our HO etc.
· Vendor Management. To coordinate with the short-listed vendors for the contracted maintenance work and ensure that their response time is within norms.
· Maintaining the Statutory Compliance with all legal documents.

· Indenting and issuing stationary for entire company staffs.
· Supporting a client audits with all required artifacts. 

· Periodical coordination & review with local Sr. Management and departmental verticals for revised process & procedures and implement the same at local level.

· Preparing weekly and monthly management reports like MIS for HK, stationary and cafeteria consumables, Reimbursement claim status, Reconciliation of HR Database.



	Company
	Indian Leather Association  

	Duration
	May 2009 to May 2012

	Industry
	Leather Associate

	Position
	Office Assistant

	Responsibilities
	· On daily basis maintaining and supervising the entire office’s Account, Facility & Security administration. 
· Preparing weekly and monthly management reports like MIS, Reconciliation of HR Database.
· Work as per assigned by senior management within timeline.



Education


	Degree
	Board/University
	Year of Passing
	Percentage

	BCOM (Hons)
	North Bengal University
	2003
	2nd Division

	Higher Secondary
	West Bengal Council of Higher Secondary Education
	2000
	2nd Division

	Secondary 
	West Bengal Board of Secondary Education
	1998
	1st Division


OTHER QUALIFICATION
1) BASIC 6 MONTHS COMPUTER COURSE FROM E.T.D.C.CENTRE MALDA

2) P.G.D.C.F.A. COURSE FOR 1 YEAR FROM BRAINWARE(TALLY, ACCORD ,FACT ETC)

Personal Details            

	Date of Birth
	21st April 1982

	Sex
	Female

	Nationality
	Indian

	Marital Status
	Married.

	Languages known
	English, Hindi, Bengali

	Permanent Address
	46 Kabi Sukanta Road, Kolkata 700075

	Contact Numbers
	+91  7003414032(M)



	Father’s Name
	Late Pabitra Kumar Ganguli

	Husband’s Name
	Chandradip Prasad

	Email Id
	gangulibaisakhi@gmail.com,


STRENGTH
	· Good  communication skills.

· Fast learner and team player.

· Achievement oriented and diplomatic.

· Ability to work without Supervision

· Easily adaptable to any environment


REFERENCES
	Mrs. Madhura Majumdar Mondal
Branch Manager
Perfect Relation Pvt Ltd.
Kolkata



Declaration

I here by declare that the information given by me is true to the best of my knowledge and belief.

Date:  
Place: 
Kolkata








______________________
                                                                                                                           Baisakhi Ganguli
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