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More than 5 years experience in the field of Accounts and Finance

Career Objective

To work and grow with an organization which gives me opportunity to utilize my interpersonal skill to fulfillment of the organization’s objective. 
Previous Employment
	Organization Name
	:
	GOV. MEDICAL, HEALTH & FAMILY WELFARE DEPARTMENT- PALI- RAJASTHAN)

	Designation
	:
	 Accountant

	Duration
	:
	From Aug 2008 till Oct 2012   (4 years and 2 month )


Major Job Responsibilities

· Maintaining of Accounts up to Finalization.
· Monitoring the inward and outward cheque and reporting according to management about recovery and payables position
· Preparation of Financial Statements

· Preparation of Bank Reconciliation and Debtors reconciliation Statements.

· Attending the departmental meetings for feed backing to higher authority. 

·  Field visiting time to time for development of quality working

·  Involved in the process of planning the mission marketing direction, organizing, & controlling of the Public Relations.
	Organization Name
	:
	National Institute of Finance and Accounts - NIFA 

Pali, Rajasthan ( India )

	Designation
	:
	Teacher

	Duration
	:
	From July 2007 to July 2008 ( 1year)


Major Job Responsibilities
· To teach accounts related subject (business management, income tax, budgeting ) 
· Preparing final accounts (balance sheet, income & expenditure, profit and loss accounts) in tally 9 ERP Software.

· Coordination with All students and other staff for all institute related task.
· Plan work and solving their study related problem 
Education

· PGDCA- Post Graduation Diploma in Computer Application from -Bhopal 

       University (2007-2008)
· B. Com - from M.D.S University, Ajmer  (2004-2007) 
· CCC- Computer Concept Course from - DOAECC Society, Govt of India .

· High school - from Board of Secondary Education, Rajasthan(2002-2004)

· Intermediate- from Board of Secondary Education, Rajasthan(2002)

Computer Proficiency

	· 
	Tally Accounting Software
	:
	Expert

	· 
	Focus, Quick Books, and  Accounting Software
	:
	Good

	· 
	MS-Office (Word, Excel, PowerPoint etc.), Internet
	:
	Expert

	
	
	
	

	
	
	
	


Personal details

	
	
	

	Date of Birth
	:
	03-07-1986

	Sex
	:
	Female

	Marital Status
	:
	Married 

	Nationality
	:
	Indian

	
	
	

	
	
	

	Languages Known
	:
	English, Hindi, Sindhi

	Visa Status
	:
	Husband  Visa


	Current city
	:
	Bur Dubai(UAE)


