PARTHA

                                

                                  Mobile No             :    C/o 0505891826
                                  E-mail                     :    partha.150475@2freemail.com 
 
PROFESSIONAL  STRENGTHS:

To work in an organization with a creative and challenging environment in which I can contribute my knowledge towards the growth of the organization and which will increase my knowledge base so that I can grow with the company.
Professional Summary:

· Over 6 years of experience in Office Administrator.
· Highly motivated, organized, reliable and qualified personnel and professional with experience in Back Office department & Accounts Also.
· Possess excellent interpersonal, analytical and negotiation skills with proven track record of utilizing a process-oriented approach towards the accomplishment targets.
                                                                EDUCATIONAL ATTAINMENT:

· B.SC  from Calcutta University passed on 2006 ( From Netaji Nagar Day Collage)
· Higher Secondary From W.B.C.H.S.E. passed on 2002 ( From Naktala High School)
· Secondary From W.B.B.S.E. passed on 2000 ( From Naktala High School)
                                                         PROFESIONAL SKILL / TECHNICAL SKILL::

· Completed MS – Office (Word, Excel, Power Point, Dos) from ETDC.
· Completed PC level hardware course from WEBEL INFORMATICS LIMITED.
· Completed networking from INDUSTRIAL INSTRUMENTS HARDWARE TRAINING CENTRE (IIHT).
· Completed  Draftsmanship Civil with Auto Cad from International Collage.

· Completed Interior Decoration with 3D Max and V-Ray.

                                                             PRESENT EMPLOYMENT SYNOPSIS:
· Organization Name 
:           DEWARS GARAGE LTD , India
                                                                     (Largest dealership with Maruti Suzuki brand of cars in Kolkata)
· Current Designation
:           Office Administrator
· Work Period

:           November 2008 –  5th August 2012 
      Key Responsibility Areas:
· Prepares and types correspondence, reports, memos, letters, ordinances, etc.
· Sorts and distributes mail; order office supplies.
· Makes photocopies and files as needed.
· Assists office staff in maintaining files and databases.
· Prepares reports, presentations, memorandums, proposals and correspondence.
· Assigns jobs and duties to office staff as needed.
· Monitors office operations.
· Schedules appointments and meetings for executives and upper level staff.
· Serves as the go-to for office inquiries and conflicts.
· Manages staff schedules
· Tracks office supply inventory and approves supply orders.
· Assists in the preparation of department budgets and expenses.
· Supervises all administrative personnel.
· Maintain All Back Office Documentation Work.
· Assist with all other office administrative duties
· Perform filing, data management, drafting and editing short office memos

· Prepares reports, presentations, memorandums, proposals and correspondence.
· Maintained the records files of all office
· Assist clientele as they enter office and via phone

· Calculated and disbursed bi-monthly payroll.
__________________________________________________________________________________________
· Organization Name 
:
AIRFONE INDIA PVT LTD, India
· Current Designation
:
Office Administrator
· Work Period

:
April 2006 – Sep 2008
Key Responsibility Areas:

· Created new edition of directory for chamber membership on annual basis.

· Provided a full variety of organizational support to the organization's head.

· Processed word of memos, articles, letters etc.
· Intended monthly newsletters for company.
· Files information in and extracts information from files
· Operates all office equipment. 

· Records information on departmental records.
·   Schedules appointments and meetings for executives and upper level staff.
· Performs simple billing and bookkeeping  functions which may include receiving or 

       disbursing money.
·   Makes photocopies and files as needed.
·   Prepares reports, presentations, memorandums, proposals and correspondence.
·   Maintained the records files of all office.
·   Records information on departmental records.
·   Schedules appointments and meetings for executives and upper level staff.
·   Assists office staff in maintaining files and databases.
·   To do the entire data entry work and maintain the data up to date
·   Assigns jobs and duties to office staff as needed.

·   Makes photocopies and files as needed.
                                                                 SYSTEMS EXPOSURE:

· MS Windows 95/98 and MS Office 97/2000/2007.
· Email and Internet Applications.
· Working knowledge of Hardware & Networking.

· Working Knowledge of Tally.

                                                                 PERSONAL SYNOPSIS:

· Date of Birth                :              16th December 1984
· Sex                                 :              Male
· Marital Status
 :
           Single
· Nationality                  :              Indian
References can be provided on request.

        Partha 
PLACE:  Dubai, UAE                                                                 _____________________                  
                                                                                                                  APPLICANT
          Partha 
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