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Sourabh Basu  
	Career Objective
	I want to position myself as a successful Professional in a rapidly growing organization and contribute myself with creative solutions for development and cope-up with the latest technologies and widening the spectrum of my knowledge.



	Professional experience
	November 2014 - Till date                Reachyourgoals Wealth Managers Pvt. Ltd.                                 Kolkata

Designation: Customer Care Executive (Back Office).

Job Profile: Preparing the day-to-day MIS report for the Equity, Mutual Fund Segment (like per day sales, renewal, redemption report, dividend report, commission report etc),Mutual Fund form fill up, e-mailing, Bulk – SMS, Bulk e-mailing, Preparing client portfolio & handling master data, record keeping, also use advance excel formulas.
April 2005- October 2014                       Right Choice Securities Pvt. Ltd.                                             Kolkata

Designation: Operations Executive.

Job Profile: Preparing the day-to-day MIS report for the Equity, Mutual Fund and Insurance Segment (like per day sales, renewal, redemption report, dividend report, commission report etc). Data uploading into an ERP based software & preparing branch wise Brokerage report for Insurance and Mutual Fund by using ERP based software of all branches data. Generating voucher for total sales team, e-mailing, Bulk – SMS, Bulk e-mailing, Preparing client portfolio & handling master data, also use advance excel formulas.
August 2004- April, 2005                    Golden Trust Financial Service                                                  Bokaro                                            

Designation: Operations Executive.

Job Profile: Handling the Insurance Documents. Preparing the day-to-day business through MIS report.

Jan 2002 - July 2004                             Overnite Express ltd                                                                  Kolkata                                                               

Designation: Operations Executive.

Job Profile: Tracking the day-to-day record of the documents of the customers. Handling the customers Queries. Mediation of the problems related to customer.

Feb 2001 - Dec 2001                             Aptech Computer education                                                   Kolkata

Designation:  Trainee Faculty

Job Profile: Handling the corporate Clients.



	Education
	Exam                    Name of the Institution                                                Year             Grade

B.SC                      Shibpur Dinabandhoo Institution College                     2000              II

H.S                        Shibpur Dinabandhoo Institution (Main)                      1997               II

Madhyamik           Shibpur Dinabandhoo Institution (Branch)                   1995               I   



	Professional Qualification
	GNIIT from “NIIT Ltd”.

“SAP SD End User” from “WEBEL-EXCEL SCHOOL OF ERP”.

At present doing “Logistics & Supply-Chain Management” from St. Xavier's College (Autonomous) Kolkata.

	Languages
	 English, Bengali, Hindi.

	Hobbies
	Gardening, Drawing, Traveling.

	Extracurricular activities
	Donating blood.

	Achievement
	Best Performance award (Operations) Year 2007-08 &  2012-13

	Personal Details
	Date of Birth: 11.09.1976










