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CAREER OBJECTIVE
To obtain an Accounting Assistant, Secretarial, Receptionist, Office Assisting position with ManTech Where knowledge and experience of managing Systems is
Put to prudent use in order to manage smooth work flow of the Companys base.

SUMMARY OF QUALIFICATIONS
• Over three years of experience working in accounting field.
• Experienced in processing various types of accounts payable transactions .
• Hands on experience in ensuring accurate solving queries.
• In depth knowledge of assisting and Responding Customers. 
• Working knowledge of Microsoft Office applications.
SPECIAL SKILLS
• Proficient in excel spreadsheets and Word .
• Team oriented with high attention to detail
• Ability to deal effectively with month end closing deadlines
• Detail oriented
• Exceptional organizations skills

KEY ACCOMPLISHMENTS
• Reorganized accounting procedures by transiting a manual system into a computerized environment.

• Performed advanced bookkeeping and administrative duties

WORK EXPERIENCE
Diamonds-January 2011 – Present
Pankaj Diamond – 3 Years

Dayani Brothers – 2 Years
K. Girdharlal – 1.5 Years


Accounting Assistant
• Review expense reports and cash advances
• Process accounts payable checks and bi-weekly payroll
• Prepare monthly account reconciliation analysis
• Manage electronic funds transfer
• Post and maintain accounting documents in the database
• Ensure invoice payments

Accounting Summer Intern
• Assisted with general accounting and month-end closing
• Worked with accounts payable / receivable teams
• Reconcile Bank
• Maintained accounting files

EDUCATION

	BOARD
	NAME OF SCHOOL & COLLEGE
	YEAR OF PASSING

	S.S.C
	C.U.SHAH HIGH SCHOOL,KANDIVALI
	1994 – 1995

	H.S.C
	SNDT COLLEGE MALAD, MUMBAI
	1996 - 1997



ADDITIONAL QUALIFICATION

· MS-CIT (Maharashtra State Certificate in Information Technology)            Qualified in MSCIT in year 2011.
· Knowledge of Microsoft Word, Excel, PowerPoint , Internet in Windows Microsoft Office  2007.

GULF  TRAVELLING  EXPERIENCE

Travelled in December 2012 on Tourist Visa in UAE- Dubai
PERSONAL INFORMATION

===============================================================
· Date of Birth   : 13 January,1979

· Gender             : Female
· Marital Status  : Married
· Nationality       : Indian
· Religion           : Hindu
· Cast                  : Gujarati- Brahmin

· Language          :  English, Hindi, Guajarati & Marathi
· Hobbies            : Reading, Listening Music.
DECLARATION

I hereby declare that the above-furnished information is true to the best of my knowledge.
IF given this opportunity availability of joining is Immediate.
