
CURRICULUM VITAE
	Sunetra Objective
	To seek a challenging career and a profession that allows application of my knowledge and abilities developed through my skills, experience, potential and education

	Experience:
	LTD (Candylicious)

Position: Junior Buyer(Temporary)
Period of Working: Dec’ 2015 –  June, 2016
Job Description:-
· Work on increasing product line up to increased sales revenue and profit margin

· Ensure achievement of category bottom line, meet budgeted top numbers as well as drive maximum growth in store

· Review weekly & monthly sales report to analyze market trend &preparing the forecast based on analysis keeping in mind the season & promotion to achieve maximum sales

· Benchmarking: Prepare competitors report every month & analysis all our prices are in line with competitor

· Monitor merchandising in store for category assigned through optimum shelf life

· Vising weekly in store to know about customer preferences & discuss with management for future plans

· Follow industry trend & attend trade fair to get latest trend & ensure to follow it

· Responsible for planning & product selection as per category assigned

· Sourcing product from various supplier/country assigned with different product mix /assortment and range rationalization

· Ensure all the product sourced at a very competitive prices & retail prices are in line with competitors

· Ensure vendors are follow the standard or work with them for necessary corrective measure.

· Prepare new product brief & arranging training session in store

Adventure HQ LLC, Dubai (Sharaf Group)

Position: HR/Operations/Admin
Period of Working: June’ 2014 – Nov 2015.

Job Description:-
1. HR/ADMIN

· To analyze the skills and qualities required for each particular job and develop job descriptions and duty statements
· Provide advice and assistance with writing job descriptions

· advertise staff vacancies , Coordinate staff recruitment and selection process

· conducting staff induction & updating the new staff with company policy, flowcharts & also provide employee handbook

· providing staff with HRA advance 

· Monitor daily attendance.
· Investigate and understand causes for staff absences.
· Maintain employee leave tracker which includes Annual leave, Sick Leave, Unpaid Leave, Emergency leave etc.
· Arranging employee tickets for the travel.
· Guiding staff with proper leave balance & type of leave to be taken
· Preparing report in the month end & provide it to accounts for payroll
· Arranging business travel for the staff 
· Provide advice and assistance when conducting staff performance evaluations
· Provide basic counseling to staff who have performance related obstacles
· Provide advice and assistance in developing human resource plans
· Provide staff orientations
· Provide advice and recommendations on disciplinary actions.
· provide advice and information to management and employees on human resource policies and procedures, including anti-discrimination and occupational health and safety programmes

· Maintain staff database with all the details of the staff

· Conducting exit interview& exit clearance

· Keep track of all the passports/EID

· Visa renewal/application

· Medical test arrangements for the staff

· Proving employee medical insurance card/reimbursement/change of location/addition/deletion’

· Issue warning letter /termination letter to the staff on management approval

· Issue salary certificate/Salary transfer letter/NOC/employee certificate to the staff as on request

· Creating bank account for new joiners/ maintain all the bank details of the staff
· Handling CEO’s business Cards & updating their contact with scanning the cards
· Handing any sorts of quarries from support group & stores.
2. Operations/Procurement

· Dealing with existing & new suppliers
· Determine if inventory quantities are sufficient for needs, ordering more materials when necessary as per the requirements.
· Contact suppliers , compare & review prices/quality/payment terms/credit period to benefit the company
· Helping management to take decisions for approving the best product with minimum price
· Ensuring the delivery date meet before the item required
· Prepare, maintain, and review purchasing files, reports and price lists
· Conducting meeting with the suppliers to check quality differences for the same items from different suppliers
· Track status of the order /follow up with suppliers for the delivery & maintain PR tracker
· Raising PR, LPO for the suppliers
· Arranging payments with accounts department
· Follow up for the invoice & delivery note
· Checking the items after delivery 
· Providing provision report to the accounts team before month end 
· To maintain /review /renewal of the contract(security, cleaning, pest control etc. for all stores
· Maintaining good relation with the supplier for better service with best price.
Star Shipping LLC, Dubai (Sharaf Group)
Position: Documentation / Customer Service Executive
Period of working: May’2008–October’2009.

Job Description :-

· Releasing export BL for both Line & Forwarding 
· Preparing export invoice

· Handling daily cash collection (Export).
· Follow-up with Customer Service Dept.for payment of credit customer
· Preparing monthly report of unreleased BL.

· Preparing monthly report of credit customers.
· Preparing daily collection report.

Emirates Shipping Agencies (I) Pvt. Ltd – India.

Position: Documentation / Customer Service Executive
Period of working: May’2006 – September’2007.

Job Description :-

· Creating Booking & updating same in system.

· Preparing Export Invoice.

· Releasing Export BL in the system.

· Follow-up with Customers for payment.

· Preparing Monthly Report of Unreleased BL.

· Assisting Customers for their various inquiries

	Education
	· B.A from Calcutta University in 2006 

· Higher Secondary from W.B.C.H.S.E in 2003 

· Madhyamik (School Final) From W.B.B.S.E in Year 2001 

	Computer Knowledge


	· Diploma in Desk Top Publishing (D.T.P.) and Information System

· Management (D.I.T.) from NIIT.
· Working knowledge in MS Office (Word/Excel/Power Point).

	Permanent

Address


	  C/o Mr.  Susobhan Bhattacharya
  50A, School Road

  Kolkata-700093

	
	

	PERSONAL BACKGROUND:

Birth Place      :   Kolkata, India

Birthday          :   October 01, 1985

Sex                  :   Female

Citizenship      :   Indian

Marital Status  :  Married
Visa Status:Husband Visa

Languages Known : English,Bengali,Hindi 
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