DEBASISH
DEBASISH.38648@2freemail.com  



OFFICE ASSISTANT & ADMINISTRATION PROFESSIONAL
Seeking challenging assignments in the Gulf that will nurture my potential by providing opportunities in a challenging and conducive environment to amalgamate personal enrichment with professional goals



PROFILE
· A dynamic Executive with nearly 8 years of comprehensive experience in Administration, Facilities Management, General Management, Store Management & with expertise in rendering Assistance to top executives of the levels of Managing Director and Chairman.

· Cost effective professional, proficient in maintenance of facilities viz., House Keeping, Office Equipments, Cafeteria Equipment, successful in leading corporations through critical phase, turnaround and fast-track growth. 

· Demonstrated expertise in managing entire office activities, Travel arrangements, accounting of office bills, , correspondence, filing, issue of office orders, assisting in making of commercial proposals, tender documents, etc

· Accomplished executive assistant, capable of handling a wide range of office functions entailing business and commercial correspondence, legal documentation, billing & invoicing while consistently producing top-quality work.

· Proven ability to meet corporate, individual and departmental service standards coupled with occupational help, safety and environmental responsibility standards.
Key Strength Areas

Office Administration • Employees Relations • Manpower Management • Development • Policies & Procedures 
• Staff Development & Motivation • Legal & Statutory Compliances • Handling Multi-unions • Office Management


PROFESSIONAL EXPERIENCE
ICORE-E-SERVICES LIMITED, SANTIR BAZAR BRANCH, INDIA                                                                     since Feb 2010 Office Assistant 

· Execute entire computer related jobs in the office and streamlining the office management system; making computer presentations and preparing reports for various assignments; efficient in proper filing and maintenance of all the documentation

· Handle the task of the various general administrative functions of the organization while assisting the Senior Management in day-to-day work and maintaining all the personal records 

· Perform secretarial functions in terms of - Preparing agenda for the meeting, providing logistics support, drawing minutes of meeting and generating error free letters, fixing & scheduling appointments, coordinating with Branches. 

· Handle communication, maintenance of reports, documentation while coordinating with other departments.

· Monitor, control and supervise all activities related to staff needs while acting as one point contact for all administrative matters like Time keeping and attendance, canteen management, office maintenance, upkeep and repairs of company’s assets, Telephone lines, mobile phones, logistics and courier services, procurement, storage and issue of stationery and compensation of employees

· Manage & handle various accounting operations including cash flow management, budget control etc; also liaison & coordinate with banks regarding business matters to ensure smooth operations.

FENOJE TYPING CENTRE DUBAI


                                                                           Jun 2007 - Oct 2009 Archives Clerk
· Spearheaded efforts across handling and performing all the computer related jobs in the office & preparing documents for various assignments and proper filing and maintenance of all the correspondence.

· Handled data entry and typing jobs/ typing assignments of the company within time, having good typing speed with accuracy.

· Monitored day-to-day general correspondences viz. letters and managing telephonic conversations of the company while ensuring proper and accurate managements of records of incoming/ outgoing communications.

· Led efforts across developing healthy and strong working environment in the organization by coordinating and assisting others in day to day business operations. 

· Handled accounting & proper filing of forms/documents and supervise Management operations with accountability of online data entry in Dubai Immigration site such as making visit visa, employment visa, residence visa and sponsorship change, visa cancellation applications.

BAUER ELECTRICAL MIDDLE EAST, GERMAN BASED COMPANY                                                Jan 2007 - Jun 2007 Storekeeper


· Ensured the indents required by the stores are fulfilled by specific time given. Established, maintained and optimized vendor relationship. Managed replenishment of stock on time to avoid any case of stock out. 

· Monitored that dispatching materials are delivered to the customers as per their schedule and Day to day store activities.

· Managed the routine operations of store and distribution work and effective inventory control for ensuring ready availability of materials to meet the production targets. Handled the entire domain of store keeping functions.

BOARDER ROAD ORGANIZATION, TRIPURA                                                                                         Jul 2002 - Jun 2006
(GREF)/120 Road Construction Company in India

Section Clerk-Cum-Computer Operator
· Co-ordinated with different departments while handling Mechanical Section and store division for the integral part of Indian Army.

· Designed Folders, Leaflets, Brochure, Packaging, etc for Offset Printing. Scanned & editing and documentation.

· Prepared MIS reports and other statements to provide feedback to top management for the activities on monthly, quarterly and half yearly basis 
· Monitored the task of the analyzing and formatting the work order based on the instructions of superiors for recovery of vehicles and other equipments as static roller, concrete vibrator, concrete mixer & Generator set.
TRAINING UNDERTAKEN
ENTREPRENEURSHIP DEVELOPMENT PROGRAMMING 


             8th Feb 2002 – 7th Mar 2002
EDP on IT hardware, Assembly, repair and maintenance of PC’s 
Ministry of small scale Industries and Agro & Rural Industries


EDUCATIONAL CREDENTIALS
BACHELOR OF ARTS, 2003
Tripura University

CERTIFICATE IN COMPUTING 2002
IGNOU  
DIPLOMA IN COMPUTER APPLICATION, 2001
Nation Institute of Computer Technology 

HIGHER SECONDARY CERTIFICATION, 1999

Tripura Board of Secondary Education
SENIOR SECONDARY CERTIFICATION, 1996
Tripura Board of Secondary Education
COMPUTER PROFICIENCY
Windows XP/2000/1998/1995, MS DOS
MSWord, MSExcel, MSPowerpoint, MSAccess & Internet Applications

Date of Birth: 7th January 1981; 
Languages: English, Hindi Urdu, Bengali and Arabic
References: Available on Request
