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Objective:
To succeed in an environment of growth and excellence and earn a job which provides me job satisfaction and self-development and help me achieve personal as well as organizational goals.
Area of interest
Accounts /Insurance/Administration/ Secretary
Achievement
Best Performance award winner in 2011 & 2012.

Electronics Ltd, Bangalore, India [August 2010 – February 2011]
Position:  Administrative assistant
Duties and Responsibilities
· Providing the administrative support to ensure that municipal operations are maintained in an

effective  up to date and accurate manner.
· Answering general queries by telephone and direct them to appropriate employees.

· Photocopying documents and maintaining records, filing systems and computer files.
· Circulate the emails to the team as and when required

· Maintain confidential records and files which includes the time sheet.
· Review and schedule interviews and meetings.

· Prepare agendas for meeting , record minutes and submit minutes for approval
· Coordinate repairs to office equipment
· Resolve administrative problems by coordinating preparation of reports, analyzing data, and identifying solutions.
· Checking stock to determine inventory level; placing and expediting orders for supplies; verifying receipt of supplies.
· Undertaking any other tasks/duties as may be reasonably required.

Xchanging  (Insurance company) Technical Accountant, Bangalore, India [March 2011- Jan 2013].
Nature of work/Responsibilities

· Insurance is the main domain in Technical accounting which includes the sub processes like Underwriting Retail, Client and ATC.
· Rendering statements and making payments to the underwriters based on the agreement

· Handling Invoices. DTI reconciliation.
· Cross checking the Invoices with the accepted request.    

· Releasing the payments based on customer’s credit terms and the mode of payment.
· Suspense reconciliation (Matching up the balance sheet on a weekly basis).

· Allocation of the credit cards/cheque/cash postings.

· Allocation of payable and receivables.

· Ensure compliance with accounting deadlines.

· Raising Journals for the commission and the difference amount.
· Quality check of the processors before delivering the cases to the clients.
· Preparing daily report and weekly report.
· Data Entries of all Accounting Transactions.

· Completion of monthly accounting reports and submission of the same to the management on time.
· Technical queries and query resolution.

Qualification details 

	Bachelor of Engineering in Electrical and Electronics
	Visveswaraiah Technological University, Belgaum - 2010


Computer Skills and System Knowledge

· Good working knowledge in MS Excel, MS Word, Power Point, Outlook.

· Emailing skills.

· Accounting packages – Sectornet, Axis and Prosper.

Additional strengths
· Capable to work under any given situation, ability to prioritize and work
· Hardworking, punctual and disciplined, Self-motivated with an urge of learning in life and able to do multi-tasking effectively.

Languages Known
English ,Hindi, Kannada, Konkani, and Tulu.
Hobbies

Music, Gardening and Travelling
Personal Information

Date of Birth

: 31st August 1986
Nationality 

: Indian
Gender                   : Female

Visa Status

: Visit Visa 
Marital Status
: Unmarried
Reference               : Furnished upon request  

I hereby declare the above details are true to the best of my belief and faith.
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