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Objective
To prove myself as a diligent and enthusiastic professional. To enhance my working skills and get a favorable exposure in a organization of repute.

Summary
•
Experience in Back Office Operation.


• Experience in Accounts and various commercial activities 



etc.



• Entire working career encompasses various Industries that


includes BPO & Banking Service.


Technical Skills

· OS



: Win 9x & Win 2k.
Win9x, Win2k. 

· Front End Tools 
: Visual Basic 6.0

· Database

: Access & Sql Server 7.0.

· Office Tools    

: Ms.Office 2007.


· Software

: Corel Draw, PageMaker, 

                              
   Photoshop & FA (Tally 5.4).

Working Experience :

February 16 to till now    Webgrity

· Working in Back Office Computer Operator (Admin support Executive) - Web Research , Data Entry, Data and Word Processing, Monthly Reports, Virtual Assistant, Online Marketing  etc.
· Reported to: Project Manager.

March 10 to February 14       Indiglo. 

·  Working as a Supervisor.

· KMC’s  Data entry  job supervision  

May 07 to January 08     WIPRO BPO Kolkata

                                              As a Back office Executive

· Reported to: Supervisor.

· HP email process.

July 04  to April 07  
 Data-Core (India) Private Limited (Member of Kulzian, 


 USA Development Consultants Group.)


 As Data Entry Operator

·    Reported to : Controller (H.O)

· Data Processing & Finalization, OCR, Mis Reports.

Jan 04 to June 04
Soft Communication.


As Data Entry Operator.

· Reported to: Manager (Systems).

· Data Processing, Quality control & support to others and 


also to the vendors.

Jan 03 to Dec 03             DPS Technologies India Pvt. Ltd.


As Data Entry Operator.

· Reported to: Manager (Operation).

· Data Processing for Reliance Project.

Nov 01 to Dec 02            SAS Consultancy


As Office-Assistant.

· Reported to: Director.

· Back  & Front office handling, maintaining training 


schedules.

· Maintained daily official matters & correspondence etc.

Professional Qualification

1999-2002
GNIIT course from NIIT New Alipore. 

2001

DTP & FA course from DEB InfoTech.

Academic Qualification

1995
Passed Madhyamick Examination.

1997
Passed Higher Secondary Examination.
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