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Career Objects:

To succeed in an environment of growth and excellence and earn a job which provides me job Satisfaction and self development and help me achieve personal as well as organization goals. To be involved in work where I can utilize skill and creatively involved with system that effectively contributes to the growth of organization. To work in pragmatic way in an organization where I can show my talent and enhance my skills to meet company goals and objective with full integrity and zest
                                                                                                                                                                    Work Experience   : 7.5 Years
Overseas Work Experience: 1 Year
Location:                         Sharjah,UAE

Industry:                                  Media & Advertisement
Current Employer:
           Emirates Neon Group LLC (ENG) 
Designation:


  Secretary Outdoor/Sales Coordinator
Duration:



  From 22nd Mar 16 till date
Key Responsibilities:

· Coordinating with Sales Outdoor team. 
· Coordination Production & design & media team for installation of upcoming campaigns. 

· Liaising directly CEO & Management.
· Coordinating for Events in Dubai or Sharjah.
· Coordinating with clients for their upcoming campaigns.
· Invoicing for each and every campaign.
· Following up for cash collection from clients
· Maintaining Sales & WIP cost sheet. 
· Coordinating for media photographs.

Inbound Work Experience: 6.5 Year

Location:                         Kolkata, India

Industry:                                 Wellness
Current Employer:
          Silver Maple Health Care Services (DHI) 
Designation:


 Sales Coordinator/Client Coordinator
Duration:



 From 25th Oct 14 to 22nd Apr 16
Key Responsibilities:

· Coordinating with Clients and patients 
· Explaining the process and cost, arranging sessions. Completing Target. 

· Mail drafting in Outlook and Outlook express.

· Maintaining cash inflow and out flow.

· Front and Back office management.

· Maintaining Data of all clients, maintain payment details, billing.

· Arranging day to day official requirements.

· Coordinating between sales and operation team. 

· Was a part of three satellite projects as an executive assistant?

· Demonstrating PPT presentations.

· Coordinating projects.
Industry                                     Travel & Hospitality 
Previous Employer:
             Tsi-Yatra.com 
Designation:


    Sales Coordinator
Duration:



    From 1st April 2012 to 20 Jun 2013
Key Responsibilities:

· Maintaining Data and maintaining Accounts.
· Handling Corporate Query of client Agency plus walk-in Customers and following up the same with updated records
· Following up with agents for feedback, telecalling.
· Knowledge of CRS system.
Industry                                  Travel & Hospitality                  
Previous Employer: 
         Globe Forex and Travels Ltd (IATA)
Designation:

         Senior Reservation Executive

Duration:


         12th October 2009 to 15th June 2011
Key Responsibilities:

· Maintaining ticketing in domestic sectors.

· Handling Corporate Query of client and following up the same with updated records.

· Given Guidance to juniors in their work.

· Done ticketing and Reservation in Portals and GDS Galileo system.

· Attended Customer calls and solved their queries.

· Marketing and branding of new projects.

Note:  I was a part of marketing of the online portal of fly with globe which ended within a year. I am also connected with marketing activities. Add placement and schedule of Add. 
Education:
2003             Completed SSC from Shri Shikshayatan School with II Div       

                     Specialized in all subjects from WBBSE

2005             Completed HSC from Shri Shikshayatan School with I Div      

                     Specialized Accounts from WBBHSE

2008             Completed Graduation B.com (Hons) from Raja Ram Mohan

                     Roy College with II Div Specialized in Commerce from CU.

Skill Set, Objectives and Goals 

· An adaptable and responsible graduate seeking an entry-level position in Sales/Event/Client/Office Coordination, Public Relation, Admin Manager which will utilize the organizational and communication skills developed through my involvement as an employee to various organizations.

· During my degree I successfully combined my studies with work and other commitments showing myself to be self-motivated, organized and capable of working under pressure. I have a clear, logical mind with a practical approach to problem solving and a drive to see things through to completion. I enjoy working on my own initiative or in a team. In short, I am reliable, trustworthy, hardworking and eager to learn and have a genuine interest in PR, Sales, Event Coordination, Admin Management, and Client Coordination.

· Well Versed in Computer knowledge(Microsoft word, Excel and Power Point) 

· Internet Savvy. 

· Languages Known Hindi, English and Bengali.

· Travelling exposure within the peripheries of west Bengal.
Hobbies: Painting, Sketching, Writing, Singing, listening to music, watching movies etc.

Declaration:

“I do hereby DECLARE that all the information provided above is true to the best of my knowledge and belief”, followed by the signature.
Dated ……….

Signature ………
