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Sanhita Mitra
Contact Details: 1/101 Dr M. N Saha Road, Kolkata -700074
Mobile – 9836002281.   Residence- (033)-2560- 5821                            
 Mail ID: sanhita7@yahoo.co.in, sanhita.mitra@gmail.com

PROFESSIONAL OVERVIEW
IBM                                                                                                             July’15 –present

French Quality Analyst and translator
· Translating  SAP FI/CO, SD modules from French to English (3,500 words per day)
· Understanding different technical terms, discussing with the functional team for the same and making the document as per IBM standard   .
Tata Interactive Systems                        January14 –present
French Quality Analyst
· Content mapping in French , 
· All the functional testing I-pad testing in French. 
· Client comment checking from JIRA or Track change mode.
· Checking assessment in WBT tool , CMI level testing and ADL test tool testing for French courses.
· Uploading the bugs in JIRA , the internal software of the organization.
· Communicating with Canadian Client in French , understanding their requirement and communicating this to the entire team.
C-Quel Management Services Pvt. Ltd.                           June’13 –August'13
Sr. Compliance Executive
· Conducted CLRA Vendor Audit for various client.
· Monthly Callahan Generation for PF and ESIC and submitting through online website.
· Looking after PF Claims (advances through Form 31 for several purpose, e.g advances for Marriage purpose, Education loan, Loan resubmission, Flat or Construction of House purpose etc.).
Aparajitha Corporate Services Ltd.                                 October’12 –June'13
Designation-Regional Office Coordinator
Reporting to-Regional Manager (HR)East
· Maintaining data in macro excel sheet, Preparing customized Excel report by using several formulae (if analysis, V lookup,format conditioning, Pivot table analysis).
· Reporting several data to client Coordinator 
· HR Work- Maintaining Employee details in HR –MIS.
Tata Consultancy Sercvices                         

March’11 –August ‘12
Designation-Senior Process Associate
· Maintaining data in macro excel sheet
· Reporting several data to client in French.
· Reading French news paper and searching construction related data to client.
· Writing business letter in French language and sending it to client
Fabindia Overseas Pvt. Ltd                         

October’08 – October ‘09
Management Trainee (HR) East and A.P (15 Stores and 2 Warehouses)
Reporting to-Regional HR Manager 
 Job Profile:
 Responsible for all kind of recruitments (Searching the manpower from different Sources & motivate them to apply for the job) & On boarding (Post recruitment activities) i.e. Joining formalities, PF , ESIC Nominations, Salary accounts opening, Exit Formalities.
Comtel Technologies Pvt. Ltd                         
January’08 – August’08
Designation-IT Recruiter
Reporting to- Team Leader
Designation: IT/Non IT engineer recruiter
IT Client: CTS, Lexmark
Non IT Client: Godrej & Boyce, Praxair, Thermax, Cavin kare
Skills worked for:
. Project Engineer, Sales Engineer, and HR-Admin executive, Deputy HR Manager, Process Control Engineer, Electrical Engineer, Instrumentation Engineer, and Maintenance Engineer etc.
Professional Training:
Summer Training in ITC Ltd. (2006)
SIP at  ITC ltd, Eastern Dept Office, at Kolkata, Lee Road Branch. Assignment comes under Channels &Distribution system for FMCG &Tobacco products of the company.
Final project at DPSC Ltd. (2007)
WIP at DPSC Ltd, at Salt Lake, Sector-5 Centre for Excellence.
Assignment comes under “Balance Score card”. The project report contains Learning &Development part of Balance Score card.
Professional Qualification:
              1. MBA from Bengal Engineering and Science University (2005 -2007)
Specializations: Human Resource Management (MAJOR), Marketing Management (MINOR). (62%)
2. Post Graduate Diploma in Information Technology.
(MS Office, Basic knowledge of some computer Language) from Sikkim Manipal University. (2006)
3. Passed A1 , A2 and B1 level examination of French Language from Alliance Franchise du Bengale.
Educational Qualification 
	Name of the Examination
	Year 
	Name of the Board / University
	Percentage & Division
	Name of the Institute


	School Final
	1999
	W.B.S.E
	 (1st division)
	B.M.G.S

	Higher Secondary
	2001
	W.B.H.S.E.
	 (1st division)

	Ram Mohan College

	Graduation
	2004
	Calcutta University
	 (2nd division)
	Goenka College of Commerce & B.A


Personalinformation:  
Date of birth:  16.01.1983.
MaritalStatus: Single and Unmarried.
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