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	Career Objective:


 I am looking for a job opportunity where I can contribute my professional skills in a dynamic and challenging corporate environment. I am always willing to learn new skills and love to work within a team. I have been told that I interact well with people and that is a strong point of my personality in any new environment of work. I am patient with my colleagues and humble with my customers. 

.

	Academic Profile:         


	Course/Exam
	Stream
	Board/ University
	Year of Passing
	Grades
	Division

	Matriculation
	General
	W.B.B.S.E
	2003
	66.7%
	1st

	Higher Secondary
	Arts
	W.B.C.H.S.E
	2005
	69.8%
	1st  

	Graduation (Hons)
	Science
	Calcutta University
	2008
	48.5%
	2nd


	Technical Familiarity:                                                  


	Institution
	Courses
	Academic Year
	Marks

	IBM
	Computer Literacy Programme
	2003-2005
	76%


	Personal Details:                                                


Date of Birth

: 7th Aug 1987
           Gender


: Female
Marital Status

: Single
	Language Known


· English:  I had attended the University of as Calcutta. The entire graduate course and the examinations were conducted in English. As a result to this heavy emphasis on English I read, write and speak the language fluently and correctly

· Bengali: It is my first language

· Hindi: It is the official language of India and I speak it quite well
	Hobbies:


Readiness to travel:- I am willing to travel to any city in India or abroad. However, I would like to have 30 days’ notice before traveling. 

· Learning new things,

· Listening to Music,
	Strength:


· Quick learner,
· Good tone and manner, 
· Team worker,
· Active listener,
· Interacting with new people,
	Work  Experience :


    Present position 
(From 7 September 2011-to present)

Employer: CMC Ltd .under Tata Consulting Services (TCS) at Passport Seva Kendra    E.govt Project

Position: Citizen Service Executive
Job Profile: 
· Provide assistance to the applicant.

· Assist in translation of the Passport application form.

· Issue appointment forms for meeting Asst. Passport Officer  (APO)

· Assists applicant  in fixing the appointment with the APO

· Verifies the completeness of application and supporting documents

· Capture Signature/Thumb Impression, Biometric finger print and digital photographs of the applicant

· Accept payments towards fees and/or penalties

· Provide admin support, if required

Previous positions
(From 1st july 2010-28th feb 2011)

Employer: Kantech  Solutions Pvt. Ltd .  Airtel verification Department,9 Furn road gariahat 

Position: Back office executive
Job Profile:

· Data Entry
· Quality check 

· Monitoring calls

· File Management

(From 5th  Jan 2009 -20th May 2010)
Employer: PACE Setters Business Solutions Pvt. Ltd. For VODAFONE Postpaid Collection Department, 2 Ripon Street, Kolkata

Position: Tele Caller /Back office Administration Executive

Job Profile:

· Data Entry
· Payment collection  

· Handling calls

· File Management
Employer: CITI Financial Collection Department,R.N.Mukherjee Branch

Position: As a collection executive 
Job Profile:

· Data Entry 
· Generate Appointments 

·  Handling calls

Employer: HDFC Bank Credit Card Department
Position: As a sales executive
Job Profile:
· Generate Appointments 

·  Handling calls

Employer: Shahnaz Husain Herbals

	

	


Position: As a sales executive
Job Profile:
· Beauty product sales in Supermarket store

	Declaration:                                                                   


I do hereby declare that the above information furnished by me is true to the best of my knowledge and belief.

