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CURRICULUM VITAE

of

MADHUSUDAN 

	E-mail    : madhusudan.152913@2freemail.com 

	Position : Executive Secretary

	Objective 
	I am looking for a responsible position within a professionally managed organization, which may give scope to expand my abilities, to work honestly and excel in the task assigned thereby contributing to overall growth of the organization.

	Personal

Information
	Name

Nationality

Gender

Marital Status
	Madhusudan Banerjee
Indian

Male
Married 

	Passport Details
	Place of Issue

Immigration Status
	Abu Dhabi
Immigration check not required

	Qualifications

	Academic
	Exam Passed

Institution

Major Subjects


	B. Com from Calcutta University, Calcutta, India
Surendra Nath College, Calcutta, India
English, Mathematics,  Accountancy, Economics


	Technical
	Exam Passed

Major Subjects 
	Diploma in Computer Applications

Microsoft Office Word 2007, Microsoft Office Excel 2007, Microsoft Office PowerPoint 2007.  Having good knowledge in preparing organization chart, graphics, Minutes of Meeting and independent correspondence.

	
	Exam Passed

Institution

Major Subjects
	Diploma in Secretarial Practice

Park Commercial Institute, Calcutta, India

Office Management, Public Relations, Business Correspondence, Letter Drafting.

	
	Typing Speed

Shorthand
	70 w.p.m.

80 w.p.m.

	Documentation Software 
	Export documentation like Pre-shipment, Post-shipment, payment collection, documents submittal to bank, Bill of Lading, Shipment documents etc.

	Interests
	Sports &Cultural Activities

	Languages Known
	English, Hindi &Bengali

	Additional

Information
	A self starter.  Have a good command over English language and an excellent speed in typing.  Well experienced in office administration/secretarial related functions and ready to face challenges.  Very good in Internet, Windows, MS-Office and other related software.  Can manage a busy office independently.
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	Present Employment
	Presently working with a contracting company in Abu Dhabi since September 2008
Name of Company: M/s. Western Bainoona Group For General Contracting LLC


	Joining September 2008
	Position : Executive Secretary - reporting to Chairman (Mr. Mohamed Khalfan Alhameli) and Managing Director (Mr. Zouheir Chamandi)
Present Job Responsibilities: 
· Daily correspondences
· Receiving E-mails/Fax and distribution to department-wise

· Meeting arrangement for Chairman and Managing Director

· Report collection from other departments

· Submission of report and documents to Chairman and Managing Director

· Hotel and Ticket booking for whole Co’s staffs and owners
· Arrangement of Interviews

· Order placement for printing job for whole company
· Approval of Purchase Orders

· Documentation and Filling
· Maintaining and arrangement of personal documents of Chairman and MD


	Experience
Joining in JK Tyre March 1992
	Overseas ------------
India         ------------
	10 years in Dubai/Abu Dhabi
15Yearsin Delhi 

	
	Company

Designation

Job responsibilities


	M/s. J. K. Industries Limited (J K Tyre) – New Delhi (India)
[An ISO 9001-2000 certified company, main activities manufacturing of branded tyres – exporting 40 countries] – Annual Turnover INR 5000 Crore in the year 2005
Joined as Personal Secretary to Sr. Vice President (Technical)
All kind of secretarial works, preparation of daily reports, follow up all pending issues. Arrangements of meeting, preparation of Minutes of Meeting. Daily Sales and Production report collection from various plants and distribute to owners (Mr. Raghupati Singhania – Managing Director) and Chairman (Mr. Harishankar Singhania) after consultation with my boss Mr. S. Ray Chowdhury – Sr. Vice President.

	
	Company

Designation

Job Responsibilities


	M/s. J. K. Industries Limited (J K Tyre), New Delhi (India)
Promoted as Export Officer
I was responsible for all kind of export documents like Pre-shipment, Post-shipment, follow up with Clearing Agent for Bill of Lading etc. Apart from this sending quotation to overseas customers, monitoring monthly requirement, inventory check up, availability and after sales service.


	
	Company

Designation

Job Responsibilities

Reason for Leaving
	M/s. Khalifa Jewellery, Dubai
[Wholesaler of Gold/Silver and Jewellery Tools)
Administrator
Directly dealing with foreign supplier in Italy, Germany, Spain for order following up for Jewellery Tools and instruments
Got better job
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