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Bur Dubai
DUBAI
Soaurav.148826@2freemail.com 
Objectives
To obtain a position in a professional office environment where my skills, experience and knowledge are valued and can benefit the organization.
Professional Experience
From Oct 2013 to July 2017
Grand Mart Group of Companies Doha, Qatar Sr. Management Executive Secretary
Role and Responsibilities
· To provide administrative and clerical support to High Level Management Personnel.
· Communicating with Supervisors, Peers, or Subordinates. Providing information to supervisors, co-workers, and subordinates by telephone, in written form, e-mail, or in person.
· Performing Administrative Activities like performing day-to-day administrative tasks such as maintaining information files and processing paperwork.
· Supervise and train other clerical staff and arrange for employee training by scheduling training or organizing training material.
· Conduct research, compile data, and prepare papers for consideration and presentation by executives, committees and boards of directors.
· Meet with individuals, special interest groups and others on behalf of executives, committees and boards of directors.
From May2011 to Sep 2013
Call for Career a Consultancy, Kolkata India Recruitment Consultant & Voice n’ Accent Trainer
Role and Responsibilities as a Recruitment Consultant
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· Using sales, business development, marketing techniques and networking in order to attract business from client companies;
· Visiting clients to build and develop relationships;
· Using candidate databases to match the right person to the client's vacancy;
· Receiving and reviewing applications, managing interviews and tests and creating a shortlist of candidates for the client;
· Requesting references and checking the suitability of applicants before submitting their details to the client;
Role and Responsibilities as a Voice n’ Accent Trainer
· Providing training on Soft Skills, Customer handling according to the requirement of the Process and Compliance Parameters for BPO based Companies like TCS, HGSL, Tech Mahindra, etc. for both Domestic and International Process.
· Providing Coaching & Feedback to enhance the performance.
· Plan & operated the Training Program as per the schedule
From Mar 2010 to Mar 2011
Educomp Solutions, Kolkata India
As a Smart Class Coordinator
Role and Responsibilities
· Coordinating and Training teachers to use the Smart Class effectively
· Ensuring all teachers are trained to work with the smart class program
· Ensuring all relevant smart class content is showcased to teacher’s month wise as per their syllabus.
· Ensuring all the reports/documents is maintained accurately and regularly.
· Hardware and systemic breakdowns are promptly escalated to ensure minimal down time as per the escalation processes.
· Relationships with teachers and head of school are maintained at best levels.
From Dec 2007 to Jan 2010
ADITYA BIRLA MINACS, Bangalore India
As a Customer Support Executive for USA based Credit Card
Company “Capital One”
Role and Responsibilities
· Customer Service, Product Knowledge, Quality Focus, Problem Solving, Market Knowledge, Documentation Skills, Listening, Phone Skills, Resolving Conflict, Analyzing Information , Multi-tasking.
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
Maintaining financial accounts by processing customer adjustments.

Resolves product or service problems by clarifying the customer's complaint; determining the cause of the problem; selecting and explaining the best solution to solve the problem; expediting correction or adjustment; following up to ensure resolution.

Preparing product or service reports by collecting and analyzing
customer information.

Contributes to team effort by accomplishing related results as
needed.
Education
From July 2007 to July 2010
Bachelor of Commerce
Rachi University (Bangalore, India)
From OCT 2004 to Oct 2005
National Institute of Open Schooling
Senior Secondary School (Siliguri, India)
Skills
· High level of proficiency.
· Excellent communications skills –written and verbal.
· Highly organized and efficient.
· Able to work to tight deadlines.
· Works towards high standards of accuracy and efficiency.
· Maintain confidentiality and discretion at all times.
· Courteous, friendly and tactful. Establishes rapport easily.
· Responds positively to change, ambiguity, adversity and pressure.
· Team player who is proactive and energetic and keen to make things happen.
· Flexible and will to contribute by helping others
Personal Vitae
Date of Birth:
Marital Status:
Language known:
Hobbies:
Visa Status:


15th Nov 1986
Married
Hindi, English, Bengali, Nepali
Playing Computer Games and Travelling
th
