Sumanta Mallick
Cell number: +971 564940520
Email: sumantamallick101@gmail.com

Objective: Seeking a position as Office Assistance in a professional environment to work with dedication in order to grow with organization. I assure you that I shall keep no stone unturn to serve the establishment with full satisfaction. 

Experience:

2017 to till date

OFFICE ASSISTANCE, ARKAD ABB S.P.A., ZIRKU ISLAND, UAE
Work as assistance to documentation and office related activities in ABB worksite project office at ZIRKU Island near ABUDHABI.
2014 to 2017
OFFICE BOY, GRANITE CONSTRUCTION COMPANY, ZIRKU ISLAND
Assistance to office secretary for office related activities.

Responsibilities:

Knowledge of use of office materials and co-ordination for maintenance and repairs of office equipment.
Dealing with queries and request from visitors / vendors / clients.
Collecting and distribution of couriers and parcels among employees.
Co-operating with office staff to maintain proper interaction and friendly environment within the office.
Proficient in MS Office (Word, Excel and Power Point)
Work involve document control and scanning / copying documents.
Make sure that office premise is clean and tidy.

Perform other general office clerk duty.
Hard working, good listener and proactive
Good communication skill 

EDUCATION:
Bachelor of Arts (1ST YEAR)
Gushkara Mahavidyalaya, 
Burdwan, West Bengal

SECONDARY SCHOOL
Gushkara pp Institution, 
Burdwan, West Bengal

Personal Details:
Address:
Date of Birth: 24 April 1988
Languages known: English, Hindi, Bengali
Nationality: Indian
Passport Details: Date of Issue-                     Date of Expire: 









