
                                                       RESUME
Name 
                       :                        Sanjukta D’Rozario.                     
Address                     :                       377/1,Laxmi Narayan Road,Dum Dum.

                                                            Kolkata-700065.

Date Of Birth            :                       6th  December, 1984.

Husband’s Name       :                      Mr.Vicky D’rozario.

Mobile No.                 :                       9831307376 
Educational
      Qualification             :                          B.COM           

Added

Qualification              :                      Diploma in Financial Accounting.

                                                            (Four Accounting Package & MS Office)
Work Experience       :                     
                                                            Hindustan Lever Co.

                                                            As a cashier (December, 2007-January, 2008)1years
· Collection of cash
· Maintaining data

· Interaction with customer queries

                                                            Kotak Mahindra bank (DST)                                                      

                                                            As a back office (January, 2008-February, 2010)2 years
· Checking of KYC docs
· Cheques collection from bank

· Customer dealing

· Co-ordination with bank & customer
                                                           Sri Ram Narayan Memorial High School                                                                                                                                                                                                  

                                                           As an Office Assistant (March,2013-July, 2015)2 years
· Handling parents’ queries 
· Maintaining all kinds of records/data of the school

· Collection of fees

· Total administrative work
                                                            Kashyap Edutech
                                                            As a back office  (July,2015-Till date) 
· Manage the data of visitors and admissions on daily basis
· Administrative work

· Co-ordination with the franchisee & university
· Collection of fees
Languages Known      :                           English,Hindi,Bengali.   

Place:                                                                                                        Signature
Date:                                                                                                                                                                                                      
