[image: image1.jpg]


 

                                                                                    

Résumé (CV)

Name:  PRASANTA SARKAR
                                                                                      

Date of birth:  14th January 1957
 

Hobby: Reading, Browsing Net, Trekking, Playing Tennis (Champion in some tournaments)

 

Father’s name: Late Phani Bhuson Sarkar

 

Permanent address: 1C-1, 21/14, Thakurpukur Housing Society (Phase–1), M.G. Road, Kolkata 700104

 

E-mail: psarkar7000@gmail.com,
 

Phone:  8240308003, 9831971350 
 

Educational qualification: Bachelor Degree in Commerce from Burdwan University 

 

Professional qualification:

Certificate in Modern Office Management and Secretarial Practice, Certificate in Computer Operation (Ms Office – Word, Excel, Power Point, Outlook in latest version), Internet and LAN (Browsing and Surfing for all relevant purposes, Creating Folder and Sharing of Files, Drives etc.), Certificate in Web Application Programming (Part of E-Commerce Course) from NIIT, Camac Street, Calcutta. Course Content: (1) E-Commerce concepts and practices, (2) Programming approaches and techniques, (3) Implementing a database design using SQL Server 7.0, (4) Microsoft Front Page (HTML), (5) Develop client server applications using JAVA,  Diploma in Advanced Financial Accounting System with Tally, Fact, Accord & FoxPro.
 

Working experience (Total 35 years):
 

(1) Worked in an institute in Kolkata as part-time Shorthand Instructor for around 5 years (2) Worked in Thimphu, Bhutan, in a PG Level Management Institute (Govt.) for more than 20 years as Full-time Faculty of Office Management and Secretarial Practice (Shorthand as main teaching subject) (3) Worked in a group of company (Service Industry - Tourism) in Kolkata for 6 months as Administrative Officer and Executive Assistant (4) Worked with a group of company in Kolkata (Service Industry - Tourism) as Manager – Admin, HR & Executive Assistant (With full Administration, HR, Coordination & Ex. Secy. charges/responsibilities) for around 5 years. (5) Presently working in a big and reputed college in Kolkata as Admin Officer with full college administrative charges for 8+ years till now.
 

(A) Subject Taught as Office Management and Shorthand Faculty (35 years’ experience):

· Shorthand as Core Subject (Taught more 1500+ students successfully for Gov./Pvt. jobs)

· Computer/Manual Typing 
· English Effective Communication with emphasis on English Grammar, Vocabulary, Official/Commercial Correspondence  and Spoken English 

· File Management and Mail Handling
· Basic Book Keeping and Basic Tally
· MS Office (Word, Excel, PowerPoint)
(B) Administrative Duties/Responsibilities as Administrative Officer/Manager (14 years’ experience):
· General administrative & coordinating work.

· Maintain staff data base

· Maintenance of attendance (computerized and manual)
· Maintenance of Leave (computerized and manual) Preparation of salary sheet/statement for staff
· Housekeeping work.
· Booking Air Tickets (AD) for Management Executives
· Office Goods/Stationary Procurement/Store 
· Vendor management (keeping touch with vendors for rates/quotation replenishment of stock, checking and authorization of bills
· Maintaining stationary control.
· Looking after Store/Stock Register
· Maintaining clients/vendor data base.
· Repair/AMC for office equipment (AC, computer, printer, water purifier fridge etc.), negotiating with service provider
· Communicating with different public & private bodies in the city on behalf of the company, if needed
· Liaison with Government officials, if needed. 
· Drafting of g all types of routine correspondence, circular, notice, letters etc. 
· Responding to routine correspondence.
· Screening and authorizing debit voucher. Responsible for payment of utility bills 
· Authorizing advance slip.
· Coordinating between Dept. Heads and the head of the company.
· Arranging Pest Control.

· Looking after day to day other office activities.
· Event Management - Students’ extra-curricular activities, excursions   and conducting study tour during academic breaks and accompanying them in such outings.
· Helping in admission process.
· Helping in Facility management 
· Any other responsibilities as and when delegated

(C) Secretarial Duties/Responsibilities as Executive Secretary (14 years’ experience): 
· Office Upkeep/Administration – General

Total Administrative/Office up keeping work relating to top management.                     

· Record Management

Supervising of records and files of office and top management, supervising and advising office assistants to maintain it properly and systematically.  

· Literary Duties/Drafting
Writing and drafting of routine Correspondences, Reports, Note-sheet, Office Order, Circular etc., making of summaries of Correspondences etc., Proof Correction on Articles for whole office and management.

· Liaison Work
Handling important telephone calls of clients, making and recording appointment, maintenance of diary and making appointments using computer, coordinating activities of different departments, communication with outside agencies. Coordination work between top management and other departments. 
· Leave Record 
Maintaining leave record – manual and computerized.

· Miscellaneous
Preparing and authorizing of vouchers/advance slips

· Store
Supervising and controlling of small store 
Other relevant information:

(1) Very Strong in shorthand, modern commercial/official correspondence including notice, note-sheet, circular, notice, office order etc and other administrative and executive secretarial work, spoken and written English and computer work (MS Word, Excel, Power Point & Outlook), (2) Strong official/commercial correspondences,  (3) Strong in computerized application and day-to-day office work, internet & Tally (financial package) (4) Good in liaison work – ability to approach unknown ones in any public & private corporate (5) Well able to represent the company, if necessary, (6) Ready to travel extensively anywhere for job purpose, (7) Physically and mentally very fit, energetic and well matured, (8) Pleasant personality, (9) Sincere, honest and hard working, (10) Very good family background, (11) Language known:  English, Hindi, Bengali, (12)  Well organized and disciplined. (13)  Good analytical skill, (14) Proactive approach, (15) Responsible. (16)  Familiar with traveling. (16) Assuring high quality service.
Salary Expected:  Negotiable/As per your pay rules/scale (On contract or Scale)
Notice Period: 30 days/Negotiable. 

Note:  Ready for Relocation
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