BIO – DATA

OBJECTIVE



:



To secure a position in “Computer Related Job” (mainly Accounts Related Job) that will give me an opportunity of practical learning and application and where I show my knowledge and ability for the growth of the Company.


PERSONAL INFORMATION
:

NAME




:
MOUSUMI ROY

Date of Birth



:
13th June, 1983

Permanent & Present Address
:
116/2/1, N. T. Road,







P.O. – Baidyabati, Dist. – Hooghly







Pin – 712222

Contact No.



:
2632-1866(R), 9830559583(M)

E-mail 




:
mousumi_roy13@rediffmail.com

Hobbies



:
Listening Music.

EDUCATIONAL QUALIFICATION

:
	School/College
	Board/Univ.
	Examinations Passed
	Year
	Division/ Class

	Nabagram Hiralal Paul Collage.
	University of Calcutta
	B. Com. (Hons.)
	2003
	‘2nd ’

	Bahirkhand Girish Institution
	W. B. C. H. S. E
	Higher Secondary 
	2000
	‘2nd ’

	Ghanshyam Girls School, Khagaul
	Bihar School Examination Board, Patna
	Secondary School 
	1998
	‘2nd ’


PROFFESSIONAL QUALIFICATION

:

	Course
	Institution
	Duration

	FA-PRO
	Brainware Computer Academy
	One Year


COMPUTER KNOWLEDGE  
:


Operating System


:
Windows ’98

Software Package


:
(A) Brainline, Tally 5.4, Fact, Win-Acccord, 





Ex-Ngn, Ace, Easy, Moneyware, Smart pay, 

Paycheck.

(B) Ms-office ’97 (Word, Excel, Power Point).

Internet



:
E-mail, Chatting, Surfing.

Project Work Done


:
Project Work on Tally.

Language Efficiency


:
Bengali, Hindi, English.

WORKING EXPERIENCE

:


1. Working as an ‘Executive Assistant to MIS’ in MIS department at Techno India Group, Kolkata since 3rd March, 2006.



Job Profile: - 
Fabricating and Database recording & Registering of Orders, Bills & Payments.



Monitoring of hard & soft filing/document storing system.


Fabrication of Computerised documentations and Presentations.

Computer Operations including Internet-Searching & other Applications.



Secretarial support to Directors & Senior Executives.



Monitoring of Project Status.



Communications to different Depts., Offices & Companies.
2. Worked as a ‘System Supervisor’ in PDF functional area in a BPO Company,  M/s DPS Technologies India Pvt. Ltd., New Alipore, Kolkata from 12th July, 2004 to 2nd  March, 2006.

Job Profile: - Data Entry and Data Conversion (Tiff to Pdf ).

Date  :




              
 
Place : Baidyabati.





         

        Signature
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