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	gautam 

E-mail: gautam.335405@2freemail.com 

	    OBJECTIVES


	To be associated with a Company, that provides career development opportunities and contributes in 

its progress through my knowledge and skill.
   ACHIEVEMENTS

	
	· Successfully Completed NCC “C” Certificate from ARMY Unit 2(A)CTR in the Rank of JUO

(Junior Under Officer) achieving “B” Grade (Ministry of Defence – Government of India).
· Successfully completed certificate course in ADCA. 
(Advance Diploma In Computer Application and Software), from Shramik Vidya Peeth 

· (Janasikshana Sanasthan),Sponsored by ministry of Human Resource Development,Govt: of India Visakhapatnam
· Also successfully done Tally - ERP 9.
· Successfully Completed course in Typewriting (English) 40 words per minute.
· Artistic Talent which appeared in all press Media at Visakhapatnam.
· Special Award Winner in Handy Craft, from Ministry of Micro, Small and Medium Enterprise.
District Industry Centre.

· West Bengal State 1st Prize Winner, of Handicraft Competition 2016-2017, Micro Small and Medium 

Industry Administration, Government of West Bengal.

	    TECHNICAL PROFICIENCY
 Electronic : Successfully Completed Radio & Television Mechanism with outstanding grade, from Shramik Vidya Peeth (Janasikshana Sanasthan), Sponsored by ministry of Human Resource Development,Govt: of India.   
    ACAMEDICS                                  

	Course
Institute
Year
Percent
Bachelor of Commerce
Vasavi Vigyana Mandali Degree College (Andhra University)
2001-2004
59.45%
Board of Intermediate Education (Andhra Pradesh)
Vasavi Vigyana Mandali College 

2001
58.33%
Madhyamik Pariksha(10th )
School Secondary Certificate from Board of Secondary Education
1998
58.33%


	   WORKING EXPERIENCE

	1. One Year Experience as a Parade Commander in NCC ARMY Unit.
2.   “Customer Care Representative” worked In ‘Firstsource’ Solution Ltd from 19th Feb2007 1st July 2008

            Responsibilities Undertaken:

· Attract potential customers by answering product and service questions; suggesting information 
about other products and services.

· Open customer accounts by recording account information.

· Maintains customer records by updating account information.

· Resolve product or service problems by clarifying the customer's complaint
· expediting correction or adjustment; following up to ensure resolution.

· Maintain financial accounts by processing customer adjustments.

· Recommend potential products or services to management by collecting customer information 
· Prepare product or service reports by collecting and analyzing customer information.

· Contributes to team effort by accomplishing related results as needed.
3. “Customer Care Associate” worked In ‘Wipro’ BPO from 15th May2008 to 25th July 2009 Serving International Clients
Responsibilities Undertaken: 

I have excellent communication skills, basic knowledge of computers, ability to analyze and 
solve technical problems, knowledge of desktops and client applications/on-line tools, ability to use

the phone system, customer service skills, knowledge of products and processes.

4.  Worked as “Admin assistant” handling all admin responsibilities and cash transaction in (Satellite Branch)Life
 Insurance Corporation of India from 1st July 2009 to 29th Feb 2016, under a SBA(Senior Business Associate)        
           Responsibilities Undertaken:
· Handling the disputes of the employees, and ensuring proper work out put.

· Coordinate between employees and the management. 
· Supporting the reception desk.
· Handling of types of infrastructure of the office.

· Handling the leave situation of the employees when there is work load
· Conducting the initial interview procedures of the new coming LICI agents. 

· Dealing with all types of correspondence with client and management.

· Filing projects such as gathering information by phone, letter, email or in person. 

· Research for projects of your manager(s) 

· Recording and updating databases 

· Scan items and ensure pricing is correct.

· Take customers' orders.

· Take coupons and scan correctly.

· Dispense correct change.

· Take money in the form of cash, credit card, or check.

· Issue receipts, refunds, and credits.

· Count money in cash drawers at the beginning of shifts to ensure that amounts are correct and 
            that there is adequate change.

· Resolve amount discrepancies.
5. Currently working as “Executive Administrative Officer” in “Abir Enterprise”, since 1st March 2016
Responsibilities Undertaken:

· Oversees the complete management and administers the day-to-day activities of the office, develops 

policies, procedures, and systems which ensure productive and efficient office operation.

· Contacting and holding meetings between the executive’s internal/external clients, including both National and 

International.

· Undertaking the tasks of receiving calls, take messages and routing correspondence.

· Supervises the work of the employees in supporting roles, including assigning workload and monitoring 

employee’s performance, disputes and leave management among staff. 

· Handling requests and queries appropriately.

· Provides and / or oversees provision of staff support to the office, to include handling walk-up and phone 

interactions, maintain diary, arrange meetings and appointments and provide reminders, make travel 

arrangements, screening analyzing to incoming correspondence, handling day-to-day problems and situations,

and provision of secretarial support.

· Handling the arrangement of new staff recruitments by screening, interviewing applicants, appointments and

providing them training.

· Maintain complete office infrastructure to ensure proper workflow.

· Take dictation and minutes and accurately enter data.

· Monitor office supplies and research advantageous deals or supplies.

· Produce reports, presentations and briefs.

· Develop and carry out an efficient documentation and filing system.

· Performs miscellaneous job, and other related duties as assigned.
	

	STRENGTH
· Punctuality
· Learning capability

· Adaptability

· Team player

     PERSONAL DETAILS

       Date of Birth               : 26th October, 1980.

       Gender                        : Male.            

       Languages Known     : English, Hindi, Bengali, Telugu, and Urdu.
       Hobbies                     : Listening to soft music and instrumental, travelling.         

       Marital Status          : Single. 
   DECLARATION     


	                    I hereby declare that the above furnished details are true to best of my knowledge.



Place: KOLKATA 
Date:                                                                                                                     Signature   
To the concerned Officer incharge,

Subject: Requesting to accept my Application for the post of Executive Administrative Officer which holds more responsibility than any other work in the administrative department 

Dear Sir:

I am writing in for the above position. I am enclosing my resume for your kind consideration.
As a qualified and enthusiastic individual with extensive work experience in the field of management and administration, I am applying for the position of Executive Administrative Officer. My strong communication, administrative, analytical and interpersonal skills combined with my Bachelor’s degree in Commerce makes me an exceptional candidate for this position.

You will see from my resume that I have had considerable experience in managing the office as well as delivering the desired results during my past jobs. I have been working as cashier cum administrative assistant for the past few years in LICI under a Senior Business Associate.  And presently working as Executive administrative officer in Abir Enterprise managing the complete office administration. During my university days, I have been the captain of 2(A) CTR Army Unit NCC and the experience taught me the value of team work and motivation in achieving the goal one wants or cherishes.
During my various administration jobs, I have developed strong organization and time management skills which would be very useful for Your Company. My strengths lie in all the administrative work that goes into making any business a success. My claim can be supported by the fact that I wrote a manual on self training of new employees which is still considered as the highest form of training material. I am experienced in all aspects of administrative work; handling customers, ensuring all systems within the company are running smoothly, training new employees, maintaining records and communicating with forces inside and outside the office.

Furthermore, I am a strong-minded individual who has the potential to lead the staff while exceeding the expectations of the employer. Additionally, I am very proficient in computers specifically in MS Office. My enclosed resume will provide you with the details of my qualifications and skills which would make me an asset for your company.

I would like to meet you in person to discuss further how I would utilize my capabilities to contribute to the mission of your Company. In the interim, 

Thank you for your time and consideration.
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