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Contact No.: +91 9001146890/+91 7976663149
E-Mail: shounakdey995@gmail.com 
Passport Number: M1081280

Skilled procurement manager with 6 years of experience in the Government and Private Sector Procurement of 11kV and 33kV Transmission line hardware and 2 years of experience in Medical & laboratory equipment and consumables. Background in providing excellent service that encounter detailed and ever fluctuating purchasing needs. Extremely detail oriented, with a positive, upbeat personality and highly organized, efficient and skilled in a variety of office support tasks, including:


· Government and Private Tender
· Vendor Data base management
· Office Organization & Administration
· 
Spreadsheets & Reports
· Filing & Data Entry (70 WPM)

PERSONAL QUALITIES	
· Possess Leadership & Managerial skills.
· Ability to work well under pressure & thrive on challenging works.
· Good eye for detail, well organized, skilled in setting priorities.
· Excellent co-ordination & communication skills.
· Maintain a positive & healthy environment around me.

EMPLOYMENT DETAILS	
1. Gem Forgings Private Limited, Kolkata (June 2019 to till date) Working as Associate in Procurement 
(Hospital & laboratory equipments and consumables)
2.  Shree Vinayak Industries LLP, Jaipur (January 2016 to April 2019) Worked as General Manager, Procurement 
(11kV and 33kV Transmission line hardware).
3.  Sky India Transmissions Pvt. Ltd., Kolkata (May 2013 to December 2015) Worked as Assistant Procurement Manager (11kV Transmission line hardware).
4. Mahavir Polypack & Packaging Industries (Filemax), Kolkata (March 2012 to April 2013) Worked as a Purchase & Production Supervisor.
EDUCATION	
· B.Com. from AGC Bose College, Kolkata in 2012.
· 12th from Sonarpur Vidyapith, Kolkata in 2009.
· 10th from Sonarpur Vidyapith, Kolkata in 2007.
RESPONSIBILITIES	
· Coordinating transport, transshipment & storage of goods.
· Taking care of administrative functions & handling correspondence with the manager.
· Maintaining the accounts like petty cash, , payment voucher, receipt voucher, chequebooks etc.
· Issuing of agreement & registration documents.
· Maintaining incoming & outgoing fax register.
· Preparing the invoices & dispatch notes.
· Preparing the staff’s time sheets.
· Co-ordinating meetings with the clients.
· Maintaining director’s files & personal accounts.

COMPUTER SKILLS	
MS Word, Excel, Outlook; 
Windows XP/Vista/Win8/Win10.

PERSONAL DETAILS	
Father’s Name: Swapan Dey
Address: Madhuban, Khirishtala, Kolkata-700150. Date of Birth: 13/01/1992.
Languages known: English, Hindi and Bengali.
Hobbies: Reading, Playing Tabla, Singing, Wandering New Place & Trekking. Nationality: Indian
Religion: Hindu
Marital status: Married.
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