
DEEP BANIK 

Kolkata, West Bengal, India | +91 9674474959 | deepbanik727@gmail.com 

PROFESSIONAL SUMMARY 

MBA (InternaƟonal Business) graduate from the University of Greenwich, London, with experience in 
administraƟon, customer service, stakeholder management, and business operaƟons. Skilled in handling client 
interacƟons, maintaining documentaƟon, preparing reports, coordinaƟng daily operaƟons, and supporƟng 
cross-funcƟonal teams. Strong organizaƟonal, communicaƟon, and mulƟtasking abiliƟes with internaƟonal 
work experience. 

 

CORE SKILLS 

Front Office OperaƟons • Office AdministraƟon • Customer Service • Client CommunicaƟon • DocumentaƟon • 
MS Excel • MS Word • PowerPoint • Outlook • Scheduling • Record Management • ReporƟng • Stakeholder 
CoordinaƟon • Time Management • Problem Solving 

 

PROFESSIONAL EXPERIENCE 

Greggs Plc, London, United Kingdom 

ShiŌ Manager | October 2024 – April 2026 

 Managed daily front-office and operaƟonal acƟviƟes while ensuring excepƟonal customer service.  

 Welcomed and assisted customers, resolving inquiries and complaints professionally.  

 Coordinated daily staff schedules and operaƟonal acƟviƟes.  

 Maintained operaƟonal records and prepared daily performance reports.  

 Assisted in onboarding and training new employees.  

 Generated over £10,000 in addiƟonal revenue through customer engagement and upselling iniƟaƟves.  

 

Vooraf Technology Pvt. Ltd., Kolkata, India 

Data AdministraƟve Associate | January 2023 – August 2023 

 Maintained databases and documentaƟon for a US-based recruitment client.  

 Performed data entry and managed digital records with a high degree of accuracy.  

 AƩended client meeƟngs to understand requirements and resolve concerns.  

 Prepared reports, spreadsheets, presentaƟons, and business documentaƟon.  

 Coordinated with recruiters and stakeholders to support project delivery.  

 

EDUCATION 

MBA – InternaƟonal Business 
University of Greenwich, London | 2026 



B.Tech – Computer Engineering 
Budge Budge InsƟtute of Technology | 2023 

 

PROJECTS 

Brexit Trade Analysis Research – Researched the impact of Brexit on internaƟonal trade and business 
operaƟons. 

Walmart Sales AnalyƟcs Dashboard – Created an Excel dashboard to analyse sales trends and business 
performance. 

 

TECHNICAL SKILLS 

MicrosoŌ Excel | MicrosoŌ Word | MicrosoŌ PowerPoint | MicrosoŌ Outlook | Google Workspace | Power 
BI (Basic) | Data Entry | DocumentaƟon | ReporƟng 

 

CERTIFICATIONS 

 MicrosoŌ Excel EssenƟals  

 Project Management FoundaƟons  

 GeneraƟve AI Fundamentals  

 BCG Strategy ConsulƟng Virtual Experience Program  

 

ACHIEVEMENTS 

 Generated £10,000+ addiƟonal revenue through customer engagement  

 Startup Star Award Recipient  

 Top 3 – Business Idea CompeƟƟon  

 Published Research Contributor (COMSYS)  

 

LANGUAGES 

English (Professional) | Hindi (Professional) | Bengali (NaƟve) | Japanese (Beginner – JLPT N5 PreparaƟon) 

 


