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1. NAME


:

APARNA SEN

2. ADDRESS


:

15/C BOSEPARA ROAD

BARISHA, KOLKATA - 8.

3. HUSBAND’S NAME

:
Rajen Sen

4. DATE OF BIRTH

:

25th  October 1970.

5. SEX



:

Female

5. CONTACT NO.


:
9432306119

6. E-MAIL ADDRESS

:
aparna.sen282@gmail.com

7.EDUCATIONAL QUALIFICATION  :

a. Passed S.S.C  in First Division with 74.6% in 1985.

b. Passed H.Sc. in First Division with 64.6% in 1988.

c. Passed B.Sc (Hons in Physics) with 54.6% in 1991                 -- from Visva-Bharati.
8. PROFESSIONAL QUALIFICATION :

Passed Advance Diploma in Computer Application from IC(E)I and DOEACC “O” Level in  grade “A”. Learned ERP operation during working in GTZ (India) Pvt. Ltd.
Operating System


: DOS, Windows 98 , Windows XP, Windows 2000, Unix.

Language



: Basic, Cobol, C, SQL
Database



: Foxproc 2.6, PostgreSQL
Packages



: MS-Office.

Networking 
: Windows –NT, Windows Pair to Pair, Internet  

                                                               Surfing

Project                                   
:  Library Management System.

Responsibility
:  Problem definition, Structure Plan, & Testing.

Working Experience


:  
a) Worked as Faculty-cum-Instructor in a College Computer Centre for two years.

b) Worked as a Computer Operator in a   pharmaceutical trading Firm (Importer &  

     Marketing agent of B Braun, Germany).
Nature of Job  :
      Inventory control, Order booking, Invoicing,  Cash book, Bank book, Voucher entry,  

      Documentation,  Despatch through package.

C) Presently working as an Executive-Assistant to Director in  GTZ (India) Private  Limited Co. (Manufacturer of metal     finishing  Chemicals, an ISO 9001 certified company)  

 Nature of Job  :
1. E-mail handling.

2. Filing
3. Meeting arrangements.

4. Preparing MOM
5. Preparing Power Point presentation
6. Letter and any documentation.

7. MIS generation by extracting data from Database by SQL query.

a. Creating daily production report 

b. FG & RM requirement generation for Production Planning.

c. Analyzing pending works order details for a particular period

d. Conducting dispatch delay analysis

e. Computing inventory days for both raw materials & finished goods

f. Ensuring effective monthly average movement of finished goods & raw materials

g. Calculating total dispatched quantity / amount for a particular period

h. Monitoring total production quantity for a specific period

i. Handling monthly issue and closing balance stock for raw materials & finished goods stock

j. Estimating total raw material to ensure finished goods production.
8. Actively involved in ERP implementation at Factory.
.

___________

                                                                                                                         Signature

Notice Period : One Month
Present Salary : Rs. 20500/- +PF, LTA, Bonus,, Medical .
