SUBRATA CHATTERJEE     	 CURRICULUM VITAE[image: subrata chatterjee]



Address : 6/8A, Kailash Ghosh Road, Kolkata, Pin code- 700008 ,
West Bengal, India .
Contact : 9339501459 
E-MAIL: subratachatt65@rediffmail.com



EXPERIENCE:  

	
Jan’1998- Mar’2021	
	NIIT New Alipore and NIIT LTD
	 
                
Student Services Assistant : 
Responsible for the activities in the control room including maintenance and updation of files, Encore (NIIT SOFTWARE) and student dockets, and for allied services of education such as certification, library and placement clearance.	
· Checking Placement Registration Forms for completeness, and sending to the Placement Office.
· Facilitating transfers requested by students and generating transfer advice. 
· Generating Semester Consolidate Marks sheet, Certificate request.
· Ensuring the timely issue of certificates of students.
· Record keeping of all notices displayed in the Notice Board.
· Attending review with GL(S) for Student Appraisal, Certification process.  
· Allocating batches for the students. 

	                                                
Cashier & Facilities Incharge : 
Responsibilities for handling payments made by students and   maintenance of the record.
· Reviewing the application for completeness before registering students.
· Accurate and timely updation of Encore and reporting. 
· Handing over courseware, refund cheque to students. 
· Maintaining the stock of courseware. 
Others :
· Handing over payments to vendor and staff.
· Maintaining all Bank related works.
[bookmark: _GoBack]Hobby :                      .  Reading books , translating and travelling. 
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