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Summary:

· Having more than 13 years of experience as Back Office Executive under (National Informatics Centre).
· Hardworking and dedicated with good team working, Good communication and interpersonal skills.

· Proficient in Data analysis, classification, content management.

· Software: Oracle 9i (SQL & PL/SQL), , Access ODBC, Microsoft Office (Advance Excel), Statistical Analysis System (SAS), Mini TAB.
· A fast learner and quicker in adapting to newer technologies.
· Vast experience in Printing Technology with Desk Top Publishing & Designing
Objective:

To work in a challenging environment that provides exposure to new ideas, encourages endless learning and creativity and stimulates personal objective and goals of the organization in terms of working towards self-belief and satisfaction.

Work Experience: March 03 – Till Date 

· Working for National Informatics Centre – {NIC}  (@CIC)  as Back Office Executive for more than 13 Years (3rd March 2003 – Till date).
· Working as MGNREGA (Mahatma Gandhi National Rural Employment Guarantee Act) Manager (Govt. of India Project) for Rupshi Dev. Block, Rupshi, Assam to look after all Accounts, Audit, Muster Roll, Voucher etc. till date. 

Education:

· Passed B.E.(Computer), NIIBMT, New Delhi, India in 2000 with 85%. 

· Passed PGDCA , Assam, India in 1997 with 82%.

· Passed B.Sc. (Botany)[Graduate] from G.U., Assam, India in 1996 with 72%.

· Passed (10+2) from AHSEC, S.P.H.S. School (Assam), India in 1993 with 61%.
· Passed 10th from SEBA, S.P.H.S. School (Assam),India in 1990 with 65%.

Job Profiles

@ Community Information Centre under National Informatics Centre.
Role: Rural Market Research Analyst
CIC is the main organization where we handle and compile various types of data for Govt. to citizen centric services. We currently handled data about more than 95,117 people.

@ Block Development Office.

Role: Official File Management including Cashbook, Ledger etc. for IAY(Indira Awas Yojona), MGNREGA (Mahatma Gandhi National Rural Employment Guaranteed Act.), SGSY, MIS(Management Information System), 12th Finance, 13th Finance, RTI(Right To Information)  etc. 
Key Responsibilities –

· Solution Design and Implementation (SDI): working closely with the transition team to provide new opportunity for Rural Areas client in CIC.

· Access cost reduction initiatives and connectivity optimization projects, validate circuit invoices and manage disputes with carriers and to manage costs related to partnership agreements (data termination and revenue share).
· Provide competitive and profitable access prices; provide dedicated pre-sales support on major opportunities to optimize access proposal.
· To measure access competitiveness and initiate improvement actions and to support access cost optimization (post-sales).
· Reconciliation of the digitalized data with the invoice database received from the client.

· Correspondence directly with all Nationalized banks connected with Indira Awas Yojona, Mahatma Gandhi National Rural Employment Guarantee Act., SGSY, NFBS, IGNWPS, IGNDPS etc. schemes under Rural Development, India
· Handled all Schemes Cash Book, Voucher, Audit etc. for Govt. of Assam, INDIA.
Other Responsibilities:-

· Monitoring and Optimizing the performance of the Database through Database Tuning using PL/SQL.

· Planning and scheduling Backups, Database Recovery, taking Logical Backups (with Exports/Import utilities).

· Participating training at SIRD, Khanapara, Guwahati,India.
· Participating training for MNC, Australia, at Mumbai, India.
· Participated in Workshop on “Monitoring Land-use, Soil and Biomass” at Byrnihat, Guwahati, India arranged by Centre for Environment Education (CEE), North-East, Ahmedabad, India
· Create a Check list of Bird of Dhubri District recognized by “School of Fundamental Research, Kolkata”, India.
· Worked at Local Beel, Pond etc. for Water Foul Census, Report published by Asian Water Foul Census, Malaysia.

· Worked for World Wide Fund (WWF) at Manash Tiger Reserved (India) on Census of Villagers and counting of Tigers.
At CIC as a team player, I am thoroughly conversant with various client operations. Participating in successive training programs has great impact in me the capacity to achieve desired levels, handle work pressure professionally and contribute immensely as a dedicated team player.
Technical Skill Set:

· Oracle 9i (SQL & PL/SQL).
· Microsoft ODBC SQL coding on SQL Server platform.

· Advance Microsoft Excel.
· Microsoft Visio for Network layout presentation to clients.
· Base SAS (Statistical Analytical System).
Personal:

· Good Oral & Written communication skills.

· Business knowledge & Project management skill.

· Ability to work independently without supervision and willing to work in shift or 24/7 environments.

· Client interaction through conference calls.

· Ability to work with a team to meet Operating Level Agreement with client.
Personal Details:

Nationality
:
Indian

Marital Status
: 
Married   

Languages
:
English, Hindi, Bengali and Assamese.

Interests

:               Listening Music, Computer Games, Travelling, Photography.
Declaration:

I hereby declare that all the above information is true to be best of my knowledge.

