C/O. Kalyan Das

Word No. 2/2198

P.O. – Gayeshpur, Dist. – Nadia 

State : West Bengal

Country: India

Phone: +91 9433588385

Email: suman741234@gmail.com


suman741234@yahoo.co.in
SUMAN DAS

Present Work experience:


(ii) Company:
“Group of Companies” (Leading Export House on Leather Goods.)

“J.C. INTERNAIONAL LTD.” (Kolkata)     

“INDIAN TANNING INDUSTRIES PVT.LTD. (Kolkata)

“INDOTAN CHEMICALS LTD. (Kolkata)

      
Designation:
Documentation Executive & Coodinator 

      
Tenure:

From November, 2005 to still now.

Prior Work experience:


(i) Company:
“Group of Companies” (Traders of Ladies Sarees & Salwar Suits)

“SHRESTH SAREES PVT. LTD.” (Kolkata)



“SWATI MARKETING PVT. LTD.” (Kolkata)





“YAKSHINI TEXTILES PVT. LTD.” (Kolkata)

Designation:
Assistant Accountant & Computer operator,     

Tenure:

From December. 2001 to July. 2005.



Job Responsibility:

· Day to day entry of accounting data (Invoice, P/list, D.Note, C. Note, B.R.S., etc.).

· Day to day tallied “Creditors & Debtors” account statements.

· Assist to Chief Accountant

· Handled Barcode system.

· Miscellaneous documentation if required by management.

Current Job Responsibility:


· Make all kind of Export – Import Documents. 

· Handling Export Enquiries and orders.

· Customer Service along with External communication and reviewing the requirements of potential Buyers.

· Day to day correspondence with all the clients to enhance business of the organization.

· Day-to-day inspection of scheduled task for initiating improved efficiency in teamwork.

· Miscellaneous documentation, if required by management.

Academic Qualification
:


· 2001 – B.Com (Hons.) from Kalyani University.

· 1997 – W.B.C.H.S.E (10+2, Commerce).

· 1995 – W.B.B.S.E (10th, Madhyamik ).

Professional Qualification:

· Diploma in Software Application on computer.
· Software : MS-Office (Word, Excel, Power Point, Networking, Internet etc.)

· Accounting Software : Fact, Tally 7.2

· Operating Barcode System.

· Typing: Speed 35 – 45 w/m.

Languages Known:


· Bengali (Read - Write - Speak)

· English (Read-Write-Speak)

· Hindi (Speak)

Personal Details:

· Date of Birth:
14-July-1981

· Son of:
Kalyan Das

· Sex:
Male

· Marital Status:
Unmarried

· Blood Group:
O+

Interest and Hobbies:
Listening Music, Traveling and interaction with people, Surfing Internet.

Speciality:
Confident, Creative, Dynamic.

I, Suman Das hereby declare that all the information provided by me in this Resume is true and honest to the best of my knowledge.
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