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	CAREER
OBJECTIVE

	Seeking a challenging long-term career oriented employment with a reputed organization that has the vision and potentials for development, growth and expansion and at the same time maintain a high standard of performance.



	OVERALL EXPERIENCE
	I have around 4+year’s experience in Finance & Accounts and Administration.



	JOB 
PROFILE
	  KEY RESULT AREAS 

· Preparing Balance Sheet, Income Statement, and Cash Flow Statement.

· Call handling, updating new term, resolving associates queries.
· Research and resolve of the mismatch of transaction between two parties.

· Using different applications viz. Oracle & Excel.

· Analyzing the Accounts of the Client’s Bank & Customers.

· Preparing and maintaining Production Tracker in spreadsheet.

   Achievements:


· Trained on different Accounts related work platforms e.g. Oracle, Outlook and MS Excel.

· Built up and enhanced the Trust and Confidence level of the Key Client and customers.

· Hit the floor for production in second week of my joining.



	COMPUTER ACCOUNTING
	KEY RESULT AREAS
· Preparing and maintaining Accounts (Journals, Ledgers, Trial Balance, Income/Expense Statement, Balance Sheet, Inventories A/C etc.) of different clients of the firm.                   

· Using Computer Accounting software Tally & MS Excel.
· Entering journals into Tally using different accounts books viz., Vouchers, Bill Book, Challan Book, Bank Pass Book, Check Deposit Receipts etc.




	WORK EXPERIENCE
	· Six months experience as Research analyst in Wipro Co.Ltd in Finance Department, Delhi.
· One years experience as Accountant in My Info Services Pvt.Ltd, Delhi.
· Two and Half years experience as Accountant in Shreeji Interiors, Bangalore.



	EDUCATIONAL QUALIFICATION
	· M.B.A (Finance) from Presidency Business School (2009), Bangalore.
· B, com (Hons) from Aligarh Muslim University (2006), Aligarh.
· Intermediate from B.I.E.C (2003), Patna.
· High school from B.S.E.B (2001), Patna.


	COMPUTER SKILL
	· Operating System: DOS, Windows, 2000, XP, Vista, 2007 
· Database:  Tally, MS-office (Word, Excel, PowerPoint, & Outlook)


	PERSONAL SKILLS
	· Co-operation
· Leadership

· Effective Time management


	EXTRA – CURRICULAR ACTIVITIES


	· Member of GEC (General Education Centre), AMU Aligarh.
· Participated in singing competition in AMU,Aligarh


	PERSONAL INFORMATION



	
	


	Date of birth
	20th September 1985


	
	


	Nationality


	Indian


	Marital Status
	Single


	Languages known
	English, Hindi & Urdu.


	
	


	My Overall experience provided me an excellent platform to develop my carrier. It gave me an opportunity to work as a team under any circumstances and long working hours with high results oriented concept.




