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Synopsis

· Commerce graduate with M.B.A  in Finance. Around 20 years of work experience in managing various functions across domains like equity and company research, accounts, marketing and secretarial support. Presently working with a Family Trust of a reputed financial organization of Kolkata. 
Employment Overview

Feb’16 onwards

Kanoria Family Welfare Trust,Kolkata

Role



Equity Analysis
· Doing industry research. Tracking companies in the allocated sector. Analyzing and synthesizing research findings to develop valuable insights and preparing thematic reports.

· Detailed review of financial statements, estimates and projections.

· Writing company updates covering major news and corporate actions. 
· Collect and analyze industry / company /  financial information using search engines  and other data sources. 
· Tracking stock price movement. Facilitate investment decision within allocated funds.
Feb’ 08 to Dec’ 15

Kanoria Foundation, Kolkata

Role 



Executive Assistant to the Chairman / Chief Mentor
· Handled documents like confidential correspondence, drafts, memos and emails and prepared weekly reports for the management. 
· Attended, recorded, transcribed and distributed minutes of meetings.

· Interaction and coordination with internal and external stake-holders as per business requirements.

· Maintaining an organized filing system of papers and electronic documents and management of travel itineraries. 
· Management of office supplies and inventories. Negotiating terms with suppliers to ensure the most cost – effective order.
· Maintaining Chairman’s agenda and assist in planning appointments, board meetings and conferences. 

Feb’06 to Dec’06

ICICI Bank Ltd, Kolkata
Role



Officer (Branch Banking)

· Day-to-day branch banking operations like account opening, transfer and closure, cash receipts & cash payments ( teller operations ), inventory management of debit cards, cheque book, ATM pin and gold coin , processing stop payment of cheques, opening and closure of fixed deposits, recurring deposits and handling premature withdrawals of deposits, issue of DDs and banker's cheque and management of safe deposit lockers. 
· Marketing, cross selling of third party financial products like Life Insurance and General Insurance.

Oct’05 to Jan’06
Centre For Monitoring Indian Economy Pvt Ltd, Kolkata (CMIE)


A leading Business Information Company
Role
Company Analyst 
· Company research for producing economic and business database for decision making.
· Analysis of the trade and industry trends.

Jun’04 to Sept’05

SREI Group, Kolkata
Role



Executive Assistant 
· Attending to correspondences, drafts, memos, and emails, processing work orders and invoices.

· Attending and preparing minutes of meetings.
· Prepared / proof read and correcting reports, presentations, and client-facing materials.

· Organized meetings and their logistics elements (scheduling, preparing the facility, organizing handouts and binders for attendees).
· Assisting administration / human resource staff with payroll, assisting with the onboarding process of a new personnel and providing any office related training.
· Review all invoices for approval prior to payment and maintaining appropriate record.

· Monitoring files and document management.
Oct’03 to May’04
Caps Micrographics Pvt. Ltd.,Kolkata ( Colour Magic ) Advertising Agency


Role 



Accounts Executive



· Review and reconciliation of financial statements, managing billings & receivables, monitoring payroll, tracking of pre – paid expenses and reimbursements and making statutory returns.
· Monitoring agency’s sales, spending trends, planning for areas of cost saving. Assisting the internal auditor to meet basic compliance requirement.
· Ensure the coverage of medical risk as and where applicable by taking effective group insurance policy .Study cautiously all the inclusions and exclusions in the policy.

· Managed key accounts like Mc Dowell, Herbertsons, Hutch, Bata India Ltd, Khadims Ltd etc.
Oct’02 to Feb’03

Birla Home Finance Ltd., Ahmedabad

Role 



Business Development Officer

· Marketing of home loan products to the potential customers thereby achieving the pre set sales targets.

· Developing new accounts and scrutinizing the relevant documents for loan appraisal prior to the evaluation of credit officer.
· Oraganizing marketing campaigns for advertising of home loan products aiming to reach out to aspiring home owners.

Education
· Masters in Business Administration (Finance) from Gujarat University (Dept. of Post Graduate Studies), Ahmedabad – Passing Year 2002. Secured First Class.
· B.Com (Adv. Accountancy & Auditing), C.C.Sheth College of Commerce, Gujarat University, Ahmedabad – Passing Year - 2000. Secured Higher Second Class.
· Post Graduate Diploma in Computer Applications from Aptech Computer Education, Ahmedabad - 2000. Secured 9th position at All India Level 1st Semester Examination.
· Class XII ( Commerce Stream ) - from Aroma High School, GSHSEB (Gujarat State Higher Secondary Education Board), Ahmedabad – Passing Year - 1997; secured 68%.

· Class X - from Aroma High School, GSEB ( Gujarat Secondary Education Board), Ahmedabad – Passing Year - 1995; secured 68%.

Trainings Attended / Works Published
· Tally (Accounting Software), conducted by Ahmedabad Management Association, Ahmedabad - 2003.
· Attended various training programmes on soft skill development, banking software operation and customer relationship management being organized by ICICI Bank Ltd, Kolkata.

· Attended various seminars on Finance and Economics at the prestigious Calcutta Chamber of Commerce ,Bharat Chamber of Commerce, Indian Chamber of Commerce and Merchant Chamber of Commerce, Kolkata

· Worked with Housing and Urban Development Corporation Ltd., (HUDCO) Ahmedabad, 2003 as a Trainee / Intern.

· Attended and completed Typewriting course with Distinction from Shorthand – Typewriting Institutes’ Association, Ahmedabad, 1995.
· Contributed articles related to share market for a magazine namely Business Economics being published from Kolkata.
Awards & Recognitions

· Achieved the best Summer Projects awards while doing MBA, Gujarat University. Project – Idea Feasibility of a Co-operative Hospital in Ahmedabad for Intas Pharmaceuticals, Ahmedabad, Gujarat.

· Received certificate of appreciation for raising funds for the handicapped children of Rehabilitation Centre’s For Children in association with SOCIO-AID, Kolkata.

Personal Details

Address: 
Shishiranjali Apartments, Flat 3B, 3rd Floor, 

12 West Road, Santoshpur
Kolkata – 700075
Date of Birth: 
15th October 1978

Languages Known 
English, Hindi, Bengali, Gujarati
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