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Personal details

	Father’s name:
Mother’s name:
	Late Nandagopal Saha
Rekha Saha

	Date of birth:

Nationality:

Religion:

Marital Status:

Sex:

Caste:

Language  Known:
	12/08/1986

Indian

Hindu 

Single
Male
SC
Bengali, Hindi, English
Contact details

	Permanent Address:
	At- Greenfarm   

P.O- Cossimbazar Raj

P.S- Berhampore

Dist- Murshidabad 

State- West Bengal

	
	Pin- 742102

Phone- 9732750310 
E.Mail- dipanjansaha1986@gmail.com



Education qualification
	Exam passed
	Name of board / University Passed
	Subjects/ Stream
	Month/ Year of Passing
	% of marks
	Class/ Grade

	Madhyamik
	W.B.B.S.E
	General
	May 2002
	65.75
	First

	Higher Secondary
	W.B.C.H.S.E
	Science
	June 2005
	44.2
	Pass

	Graduation
	University of Kalyani
	Botany, Zoology, Physiology
	August 2009
	48
	Second


Extra Curriculum
1 year Certificate course on “COMPUTER LITERACY PROGRAM”
1 year Diploma course on “COMPUTER APPLICATION” & Painting (1st Year)
Key Skills
· Office Skills: Office Management, Database Administration, Front-Desk Reception, Executive Support, Records Management, Event Management, Travel Coordination, etc.
· Computer Skills: Windows, MS Word, MS Excel, MS PowerPoint, MS Outlook, Internet, Email, Photoshop, etc.

Working Experience

Data Entry Operator at Ramel Infotech Pvt. Ltd. from 1st November 2012
Current Role
· Handling the entry of Branch.
· Co-operate and Co-ordinate with Branch Head and follow the rules and regulation.
· Co-operate and Co-ordinate with office stuff.
· Update the Branch level system.
· Beside above all, others type of operational task like cash collection, verifying and scrutiny the documents, data entry etc.
· Flexibility, problem solving abilities, good communication and creativity are qualities that all employers look out for.
