
Tiasha Bose                                                                                    
Contact No: 9804848626, 7001143759
E-mail: tiashabose@ymail.com

    Objective:

Seeking a fulfilling position that offers growth opportunities and allow me to utilize my skills and ability.

  Educational Qualification:

· Advanced Diploma Course on “INFORMATION TECHNOLOGY APPLICATION" from Youth Computer Centre (Govt. of W.B.) with 76% marks.                                            
	EXAMINATION
	BOARD/COUNCIL/ UNIVERSITY
	YEAR OF PASSING

	b.sc (zoology hons.)
	calcutta university
	2010

	10+2
	W.B.C.H.S.E.
	2007

	10th
	W.B.B.S.E.
	2005




 Software known:
Ms Office , Internet , Power Point , Visual Basic etc.


Job Experience: 

· Currently Working as “ Office Administrator” at Kare Prosthetics & Orthotics from Jan’21.

· Reporting head - Director of Clinical Head
· Customer care and Front Office Handling

· Patient related all paper works

· Billing, Payments and Petty Cash Handling

· Bank related Work

· Data Entry and reporting

· Logistics and Inventory Management

· Arrangement of Meeting and Travel booking

· Vendor Management

· Worked as “ Front Office cum Admin Co-Ordinator” at Orion Edutech Pvt Ltd. From Nov’16 to Jan’21.

· Reporting head – Director (HR and Admin)
Professional skill
· Making and maintaining regular office database
· Answering, handling all the calls
· Handling EPBAX
· Front office query handling
· Ensuring a proper management and maintenance of office premises to promote the brand image through it.

· Entire induction plan for new employees

· Facilitating the timely maintenance and payment of all the essential facilities in office electricity, air conditioning, wi-fi, printer, toner, rent and water.

· Maintaining the inventory in stock and ensuring a proper allocation and distribution  of assets including Office stationary, House keeping and fixed assests.
· In-Out office courier despatch and total data maintain.
· Vendor Management.
· Functioning as the overall custodian of all office facilities and services that support staff
· Arrangement of meeting as required by management.

· Worked as “Front Desk Executive” at Yavanna Retail Pvt Ltd. From March’16 to Oct’16 .

      Professional skill
· Answering, handling all the calls
· Handling EPBAX
· Online Attendance maintenance of staffs

· Assist in back office data entry 

· Online processing of courier despatch 
· Worked as an “Administration Assistant ” at Dr. Sudhir Chandra Sur Degree Engineering College of JIS Group from November’11 to May 2015.
· Reporting Head – Administrative Office
       Professional skill
· Making and maintaining regular office database,
· Maintain Staffs daily attendance by online module,
· Admission package and students online registration handling, 
· Regular office corresponding maintaining ,
· Operation of Exam cell ,
· Assist in Admission cell ,
· Assist in University approval process ,
· Assist in Admission counseling,
· Assist in entry of ERP package ,
· Assist in HR back end works,
· Maintain staffs monthly online attendance-leave report and making of salary statement,
· Making and maintenance of staffs service documents.
    

Personal Profile:

Husband Name   :    

 Suvarshi Shome
Address
        : 

 460/1, Ashoknagar 

             


 Po :- Ashoknagar

          


 Dist :- North 24 Parganas

          


 PIN- 743222
Date of Birth      :     
           31/10/1989
Sex

       : 


 Female

Nationality         : 


 Indian
Status                : 


 Married

Language Known:

Bengali, English, Hindi

Key Skill:

Good communication, strong interpersonal skills, action oriented and a keen listener, good and quick learner.

The above information furnished above is true to the best of my knowledge. 


Place: Ashoknagar
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