	DIPAN  
	


INTRODUCTION
Name: Dipan  
Email: Dipan.320362@2freemail.com
Date of birth: 24/01/1980
EDUCATION
Persuing MBA (Operations & Logistics) from Mountain Institute of Management & Technology (3rd Semister passed)

2014-Graduate (B.A.-English Hons.) from K.S.O.U.(Karnataka State Open University).  

2009- Passed Senior Secondary from N.I.O.S.(National Institute of Open School)

1996- Passed Madhyamik (10th) from Kendriya Vidyalaya(C.B.S.E.-Delhi Board).
WORK DURATION
October 2007 - Present day: Back Office Executive/Computer-Data Operator.
Presently, working as ‘Back Office Executive’, in “Variety Vyapaar Pvt. Ltd.”-Kolkata.

WORK EXPERIENCE

	Organization
	Designation
	Work Profile
	DURATION

	Housing.Com
	Data Operator Executive
	Entries of property related various advertisements


	March 2014 to May 2016

	Institute of Cost & Works Accounts of India
	Back Office Executive
	Entries & Back-end processing of various documents & ID/Membership cards


	August 2012 to August 2013

	Robust System
	Back Office Executive/Data Entry Operator/Team Leader
	Entries of PAN Cards forms/Back-end processing of forms/managing various operations of team
	May 2010 to May 2012

	Human Resource & Placements
	Back Office Executive
	Entries of bank KYC forms & other various documents related to banks/various other documents of bank
	October 2007 to October 2009


CURRENT DRAWN SALARY : Rs. 9000/- 
EXPECTED SALARY : Rs. 12000/- to Rs. 15000/- (Negotiable).
CURRENT TYPING SPEED : 80 W.P.M.

JOB PREFERRED : BACK OFFICE EXECUTIVE/ASSISTANT(Experienced), COMPUTER/DATA OPERATOR(Experienced), ADMIN ASSISTANT(Fresher) & OPERATION EXECUTIVE/ASSISTANT(Fresher)
KEY SKILLS AND JOB PROFILE
· Doing entries of all different types of E-auction & tender documents, challans, invoice, record maintaining, processing other operations into company’s back-end systems. Listing & uploading various ads & data, related to real-estates, co-ordination of ads from different sites of West Bengal & outside, maintaining & generating of internal daily entry reports. Mail correspondence with clients. 
LANGUAGES KNOWN

English, Hindi, Bengali (Fluent) 








