                         RESUME                  [image: image1.jpg]



        Mrinal Kanti Banerjee
                 S/o Late Prosanta Kumar Banerjee           

                                                                                   Prantik Apartment, First Floor              

1, Kumud Ghosal Road, P.O. Ariadaha        

 Kolkata - 700057                                       

Mobile #  9051515265
	Year
	Name of Organisations
	Position held

	2020- 2023
	Worked in a medium sized Steel Industry – Brahm Group
	Exec. Asst. to MD

	2014-2019
	Worked in Rashmi Metaliks Ltd., Kharagpur, W.B. 
	EA to President

	2009-2013
	Worked in a German MNC (SMS Meer India Pvt. Ltd.)
	Personal Secy. to CEO

	2007-2009
	Worked in Shree Mahavir Ferro Alloys Pvt. Ltd., Rourkela, Odisha
	Exec. Asst. To ED

	1999-2007
	Worked in Hindustan National Glass & Industries Ltd. (HNG), Rishra, W.B.
	P.A. to CEO

	1993-1999
	Worked in US based MNC (Pennzoil India Ltd.) manufacturer of lubricating oil
	Sr. Secretary to RM

	1988-1993
	Worked in a reputed Calcutta based Ad-Agency (Response India Pvt. Ltd.)
	Sr. Assistant to CMD

	1980 -1988
	Worked in a Govt.-aided Home for Orphan Children & Destitute Women 
	Steno-Secretary


Educational Qualification :  Bachelor of Commerce (B.Com) under University of Calcutta in 197
Religion
: 
Hinduism

Caste

:
Brahmin

Nationality
:
Indian
DoB

:
4th day of Janury 1957 (age is not an issue – it is just a number only)

Place of birth
:
Kolkata

Languages known:
English / Hindi / Bengali

JOB DESCRIPTION

· Assisting MD / Ed / CEO in discharging their day to day activities
· Highly inquisitive, time management skill and capable to work under pressure 

· Awarded National Champion Certificate for speed, accuracy and neatness in Shorthand / Typing 

· An expert in drafting letters

· Highly competent in writing MoM / Agenda 

· Well acquainted with MS Word, Excel, Outlook Express, Internet etc. 

· Very sincere, devoted and hard working person having professional attitude and approach

· Highly skilled in written and spoken English 

· Coordinate travel arrangements, prepare travel itineries, compiling and maintaining travel vouchers.

· Coordinate with HODs to collect reports, action plan, meeting scheduled etc. 
EXPECTATION :  As per industry standard / will be finalised at the time of interview

Date :  28-09-23

Place : Kolkata

                                                                                                 Mrinal Kanti Banerjee










