
Rupa Roy
Office Co-ordinator/Back Office Executive as an Exeperienced profile.
Address--

 94/2 NIRANJAN PALLY SARADA PARK 
CITY, KOLKATA 700070
Contact no. --
 8981718373/8013206543

 E-mail-
 rupar6259@gmail.com
Date of birth--
8th April 1996
Education--
1. M.SC completed in 2020 in Geography at Jogesh Chandra Chowdhury college  under (vidyasagar university)

2. B.SC completed in 2017 in Geography (Hons.) from Netaji Nagar Day College(under C.U).
         Marks— 57.59%
     3.  H.S completed in 2014, Eco Science(part of Arts) from Khanpur  Girls’ H.S. School(under WBCHSE).
            Subjects--Bengali, English, Computer Application, Economics, Geography, political science .
            Marks--70%( Best of 5).
      4. Madhyamik completed in 2012 from khanpur  Girls’ H.S. School (under WBBSE).
                 Subjects—General.
                Marks- 54 %
Skills--
   Ms Office (Word ,Excel), advance excel, internet surfing.


WORK EXPERIENCE—
1. Present Company name: property management company 
Post: Back office  Executive.
      Time Period: 22th November  2018 to be continue…
Job Description:
1. Stock collection by portal 
1. Posting the stock on Mb, 99Acres
1. Lead distribution. 
1. Mailing. 
2. Company name: Lavida advisors pvt ltd
    Post: Back Office Executive.
    Time Period: 12th  May 2018 to 15th November 2018.
Job Description:
1. Petty cash handling
1. Clients list maintain & data entry in Ms Excel.
1. Aadhar card printing. 
1. Stock handling. 
Interests--
 Reading  story books, cooking, net surfing. Watching movie, 
Declaration—
I hereby declare that the above maintion information is correct up to my knowledge and I bear the responsibility for the correctness of the above maintioned particulars.

Date:                                                                                   
Place: Kolkata.                                                                                            (RUPA ROY)
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