CURRICULUM VITAE




	Objective

	
	I want to utilise my experience and expertise, which I have procured from my experience to get job satisfaction as well as good remuneration package.

     

	Academic Qualifications

	1991
	Bachelor of Commerce, Calcutta University

	1989
	Higher Secondary, W.B.C.H.S.E.

	1987
	Madhyamik, W.B.B.S.E.

	Professional Qualifications

	Shorthand
	Speed –  100 w.p.m.

	Typing
	Speed –    50 w.p.m.

	Work Experience

	
	M/S. BIRLA TECHNICAL SERVICES (A Division of National Engineering Industries Ltd.)

	
	Job Responsibilities

Took dictation & transcription of a matter (any form).  Provided general assistance to the Senior officer in the performance of his duties and functions.  Performed tasks and functions as assigned by the officer concerned mainly Administration department.  Also those matters were to be faxed, xeroxed.  Holding the Certificate of my expertise of this job.

Presently I have been working as a Stenographer-cum-Computer Operator in BANGLA BIJULI (a Transformer mfg. co.) since wound up the abovementioned Company.

	Computer Skills

	Microsoft O.S.
MS-Office
Web Tech.
	· DOS, Windows 95/ 98/ XP, Basic Hardware knowledge

· Microsoft Word, Excel, Power Point.

· Internet (Mailing, Surfing).

	Extra Curricular Activities

	Percussion (Tabla)
	Accompanying with Vocal, Sitar, Dance (Kathak)

	Languages Known

	Read , Write &   Speak

Speak & Read
	· English   □ Bengali
· Hindi

	Personal Information

	
	Father’s Name

:
Sri Nitya Gopal Ray

Date of Birth

:
1st April, 1971

Permanent Address
: 
32/1, Nilkantha Chatterjee Lane, P.O. + R.S. Belgharia,





Kolkata – 700 056 

Contact No.

:
98361 74439 (Mobile)

Email ID

: 
suujoyray@gmail.com
Sex
                   
:       
Male

Marital Status

: 
Single
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