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SUMMARY

Highly motivated and professional with over 8 years of experience providing high-level support to management

Proficient in managing calendars, organizing meetings and events, handling confidential documents, and

communicating with internal and external stakeholders. Possess exceptional communication and interpersonal

skills with a proven ability to work independently and as part of a team.

EDUCATION

K.K.H.S.O.U
Bachelor'sDegree(B.COM)

ICONCOMMERCECOLLEGE
H.SCOMPLETEDUNDERSEBAINTHEYEAR2014

PRAGJYOTISHENGLISHHIGHSCHOOL

H.S.L.CCOMPLETEDUNDERSEBAINTHEYEAR2011

SKILLS

«Strong organizational and time-
management skills
sExceptionalcommunicationand
interpersonal skills
«Abilitytoworkindependentlyandas
part of a team
«Detail-orientedandabletohandle
multiple tasks simultaneously
sExperienceinmanagingbudgetsand
handling financial documents

PROFESSIONALEXPERIENCE

ProductSpecialist
JAGUARLANDROVER.|current

SalesConsultant
JEEP|2022-2024

RelationshipManager
NexaPoddar|2021-2022

Sourcing Manager
Nexa Poddar |2017-2021

PERSONAL PROFILE

DateofBirth:19-09-1994

Fathers Name: Mr. Babul Chandra Talukdar.
Mother’s Name: Mrs. Rina Talukdar.
Nationality: Indian.

Religion: Hindu.
Languageknown:Assamese,Hindi,&English.

Hobbies:Listeningtomusic,travelling,cooking,riding bike.
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