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WORK EXPERIENCE
12/2018–Present
Sr. Associate Business Support- Admin & Operation
Ensim India Pvt. Ltd. (An Ingram Micro Company), Kolkata (India)
· Performing wide range of administrative tasks including floor management to daily office upkeep.
· Monitoring the supporting team for optimum productivity
· Coordinates weekly meetings for internal and external groups, including teleconferences and video conferences, interacting with all levels of management.
· Positioned as primary liaison to streamline operations of multiple lines of business within organization
· Ensure the compliance & all operational policies are placed & implemented to maintain consistency in quality of services
· Volunteered at local charity events, in addition to increased experience in social engagements & also an active member of Corporate Social Responsibility Team.
· Run the operation within budgetary constraints, participation in annual budget forecasts and reconciliation of operating budget.
· Positioned as a Single point of contact for associates based at Kolkata for administrative and facility related issues promptly
· Collaboration with senior management and business line management to identify and prioritize new concepts for development, in respect of operation point of view.
· Work with Operation Director, India to resolve operational challenges/ problems to improve and provide exceptional customer service
· Ensuring effective time management when dealing with coordination and accountability around personnel and security assets
· Researching on new vendor on boarding to negotiation & approve the same.
03/2017–06/2018
Front Office Executive in Asset Services
BT E-Serv India Pvt. Ltd. (Payroll- CB Richard Ellis South Asia Pacific Ltd.), Kolkata (India)
· Managed official database i.e. maintenance reports, day to day updates on ongoing work, employee data.
· Monitored office inventory activities, ordering and requisitions, stocking and receive of the same.
· Established efficient workflow processes, monitored daily productivity and implemented modifications to improve overall effectiveness of personnel and activities
· Communicated corporate objectives across all divisions through regular calls and scheduled status updates, mail if any
· Responded to emails and other correspondence to facilitate communication and enhance business processes
· Greeted arriving visitors, determined nature and purpose of visit and directed individuals to appropriate destinations
· Worked with Regional Facility Manager to implement the changes in operation & facility service
· Managed complex calendars and administrative functions.

· Contributed to smooth business operations by planning and organizing meetings and conferences, including conference calls
· Produced accurate office files, updated spreadsheets and prepared monthly management report.
· Managed customer complaints and rectified issues to complete loop & ensured the customer satisfaction.
07/2015–02/2017
Brand Ambassador
Delhi Duty Free Services Pvt. Ltd., New Delhi (India)
· Set up promotional booths and pamphlet, to draw attention from potential customers.
· Provided customer service using extensive knowledge of Beam Global (my brand)
· Assisted customers till cash counter and ensure to complete sales transactions
· Communicated product value, quality and style to educate and entice potential customers
· Organized and stocked merchandise to keep necessary levels for sales demand.
· Generated $1500 in sales on average by up selling/ cross selling the products.
· Completed quarterly forecasting and monthly financial reviews
· Coached team on communication tactics with customers regarding optimum sales
· Conduct various internal audit for quality check & standardization & optimum stock.
EDUCATION AND TRAINING
08/2012–04/2015
B.sc In Hospitality & Hotel Administration
EQF level 6
Institute of Hotel Management Catering Technology & Applied Nutrition, Kolkata (India)
12/2013–04/2014
Internship
The Oberoi Grand, Kolkata, Kolkata (India)
- It is a 12 weeks program which outlines the industrial exposure but mine was extended for 16 weeks due to service excellence.
05/2011–03/2012
Completed 12th under West Bengal Council of Higher Secondary Education
Dumdum Ananda Ashram Sarada Vidyapith for Girls, Kolkata (India)
03/2009–02/2010
10th under West Bengal Board of Secondary Education
Ramakrishna Sarada Mission Sister Nivedita Girls' School, Kolkata (India)
	PERSONAL SKILLS
Mother tongue(s)
	Bengali
	

	Foreign language(s)
	UNDERS
	TANDING
	SPEAKING
	WRITING

	
	Li
	stening
	Reading
	Spoken interaction
	Spoken production
	

	English
	
	C1
	C2
	C1
	C1
	C1

	Hindi
	
	C2
	B1
	C1
	C1
	A1


Levels: A1 and A2: Basic user - B1 and B2: Independent user - C1 and C2: Proficient user Common European Framework of Reference for Languages
Communication skills
▪ Ability to convey the message clearly & firmly
· Good listener

· Empathize on feedback with grace.
Organizational / managerial skills
▪ Currently responsible for a team of 6.
· Gained good organizational skills as a facility point of contact in Kolkata region. Responsible for all in-out facility & administrative tasks in Kolkata.
· Accountable for few managerial decision & also one of the approval authorities.
Management Level                          ▪ Supervisor
           Job-related skills
▪ Document management
· Administrative support
· Meeting Arrangement 
· Calendar & Diary Management
· Visitor & Vendor management
· Budgeting
· Inventory management (Stock & store).
· Preparing of Policy
· Staff leadership and direction.
· Invoice and payment processing
· Workplace safety & Training
· Planning and scheduling.
· Google- suite 
Digital skills        Proficient user in MS-Office.
ADDITIONAL INFORMATION
Certifications
▪ The Complete Management Skills - Udemy (Online certification on 9th Dec'2019)
-This course is about leadership style for the current business climate followed by solution to management challenges.
· Operations & Supply Chain Management – Udemy (Online certification on 9th Dec’2019)
-This course is about basic components of supply chain management which is a part of larger series of Operations Management.
· Operations Management Functions and Strategies- Ingram Micro (Accelerate - Intra company training website; completed on 5th Semptember'2019)
-This module specifies how an organization will allocate resources in order to support infrastructure and production.
· Business Management and Strategy- Ingram Micro (Accelerate - Intra company training website; completed on 27th June'2019)
-This program is about organizing, analyzing, and planning various types of business operations.
Honors and awards
▪ Letter of Appreciation- The Oberoi Grand, Kolkata
·   Received for service excellence & dedication towards work.
· E-rewards from BT E-serv India Pvt. Ltd.
· Received for service excellence.


