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                                                                                                     DEBJANI CHAKRAVARTY
                                                                                                        25 Jaynarayan Banerjee Lane,

                                                                                                      Baranagar , Kolkata - 700036                                                                                                                                                                                              

                                                                                                Mobile - +91–9717960755
                                                                                                              +91–9176177963          
                                                                                                      debjanilahiri2009@gmail.com 
STRENGTHS: 
  
· Willing to change my career in the scenario of the competitive world. 

· Innovative and working hard to achieve the corporate goal. 

· Enthusiasm to learn new things. 

· Capacity to work under strict schedule. 

· Sincere, dedicated and hardworking. 

TOTAL EXPERIENCE: 5+ Yrs.
M/s Akiko Sherman Infotech -September 2012 to January 2015. 

· Akiko Sherman Infotech is a vibrant internet solutions provider with over 50 top-flight professionals in the areas of business process analysis, requirements engineering, system analysis & design, web application developers, Software Developers, visualizes & graphic designers. With over 70 clients successfully serviced during the past 3 Years Akiko Sherman Infotech has established itself as a company with value added internet solutions.

Position : Executive :  Admin/HR 
RESPONSIBILITIES: 
· Coordination & follow- up with placement agencies for the required manpower 

· Issuance of LOI, appointment letter, confirmation letter 

· Arranging Interviews 

· Assisting in new joining formalities 

· Issue of Identity cards to employees. 

· E-mail response (distributing the mail to the concerned persons & giving the response) 

· To collect MIS data from different departments and compile a report on monthly basis. 

· Act as a Coordinator for record retention & be responsible for the maintenance of personal files & record of employees 

· To compile all the monthly / weekly reports. 

· Making travel arrangement, car/taxi booking. 

· Arrangements of Air-tickets & train Tickets. 

· Marking daily attendance and maintaining the attendance register. 

· Making power point presentations 

· To draft routine letters(Bank account opening/authority letter/ request for Quotation) 

· Making all the purchase orders related to office stationery and manufacturing items. 
Recruitment Cycle:

· Searching & screening candidates through various Job Portals.

· Taking preliminary interviews – Telephonic or Personal.

· Assisting in joining formalities. 

· Responsible for training and induction of new joiners within the premises.
Zee Bangla-July 2008-August 2011
Position : Executive :  Admin/EP 
               RESPONSIBILITIES:

· Maintain office administration and staff

· Making shooting schedule and payments to the staff

· Maintenance of employee database

· Maintaining /Updating Leave Records

· Regular updating of communication channels

Academic Credentials:
· Master of Business Administration from Sikkim Manipal University in 2012

· Bachelor of Business Administration from Sikkim Manipal University in 2010.
· Bachelor of Arts from Calcutta University in 2008
· Higher Secondary Education in 2004 from Dumdum Road Government Sponsored Girls School; W.B.C.H.S.E.
· Secondary Education in 2002 from Sinthee Ramkrishna Sangha for Girls; W.B.B.S.E.
Computer Proficiency:
· Ms-Dos, Windows 95/ 98/ 2000/ XP-professional. Internet and E mail.
Extra-Curricular Accolades:

· Completed a course in Sangeet Pravakar from Allahabad Sangeet Academy.

· Managed the Bangla Band Dasamik in Kolkata.

· Took active participation in Dramatics.
Languages:- 
· Good command over Written and Spoken English Hindi and Bengali.

Personal Details: 
· Date of Birth
    :
28 March 1986
· Husband’s Name :
Mr. Sumitesh Chakravarty
· Gender

    :
Female 

· Interest

:
Singing, Networking, Listening to music, Chatting, Cooking
· Current CTC
:
2.40 LPA (in hand)

· Expected CTC
:
Negotiable
Date : 

Place: 








(Debjani Chakravarty)
