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                         RESUME                           
                                       Career Objectives

      To help the organization to attain its organizational goals thereby to enhance my career prospects and seeking a position to utilize my skills and abilities in the Industry that offers professional growth while being Resourceful, Innovative and Flexible.
                                                        Skills
	· Marketing Strategies & Campaigns

· Creative Team Leadership
· Corporate Communications 




                         Professional Experiences

ENTERPRISES – Mumbai

Job Profile: Accounts cum Administrator
Tenure: 20 months (May 2010 to January 2012)
Responsibilities:
· Data entry of accounting transactions into the system using Tally 9 accounting software.
· Estabish and maintain supplier accounts.
· Prepare Income Statements.
· Prepare sales invoices, follow-up receivables and cash collection.
· Prepare payments to creditors.
· Processing claims, maintaining the balance sheet.
· Perform general administrative duties such as bank-in cheques, filing, controlling and maintaining of documents.
· Attend to phone enquiries.
--------------------------------------------------------------------------------------------------------------------

Atlas Academy - Mumbai.

Job Profile: Data Entry operator (Receptionist).
Tenure: 06 months (September 2009 to March 2010)
Key Responsibilities
· answer telephone, screen and direct calls. 

· provide information to callers.
· deal with queries from the public and customers.
· ensures knowledge of staff movements in and out of organization.
· general administrative and clerical support.
· prepare letters and documents.
· receive and sort mail and deliveries.
· schedule appointments.
· organize meetings.
                                                                                                                                                                  

Educational Qualifications
· Passed B.Com ( Bachelor of Commerce) with First class conducted by “Mumbai University” in the year 2011.-  Specialization group: Financial Accounting and Auditing.
· Passed H.S.C with First class conducted by “Maharashtra Board” in the year 2008.
· Passed S.S.C With First Class conducted by “Maharashtra Board” in the year 2006.
Additional Qualifications
· Diploma in MS Office (MS-Word, Advance Excel, Power point, Access, Internet).
· Diploma in Accounting Software Tally.9,Peachtree Accounting.
Personal Information
· Nationality        : Indian.

· Birth Date         : 21/2/1991.
· Gender              : Male.

· Marital Status   : Single

· Height              : 5 ft 10 inch.
· Hobbies
        : Public speaking,playing Cricket.
Passport Details
· Place of Issue 
: Mumbai

· Date of Expiry
: 25/04/2021
· Place of Birth        : Mumbai                                                                          

Languages

English, Urdu, Hindi, Marathi.
