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Objective
To work on professional and challenging environment where I can make the best use of knowledge acquired so far and also to enhance my skills along with time. I want to emerge as a successful, true professional through my attitude, hard work, confidence, personality, high motivation & always willing to work.
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Career Summery
· A dynamic professional with around 1.5 Years of Experience in INDIA. 
· Natural communicator with strong motivational skills and the ability to support operational goals and meet business objectives. 
· Exceptional relationship management skills with the ability to interact with clients, for smooth operations. 
· Excellent financial & accounting knowledge. 
· Hard working, able to multi-task effectively. 
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Professional Experience
Total: 1 Years and 6 Months.
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Employer
:   Jamia Co-operative Bank Ltd.
Duration
:   June 2012 to June 2013.
Designation  :  Account Assistant.
Roles & Responsibilities in Bank
· Saving,Current,F/D,R/D,Locker and other A/c Opening. 
· Loan & advances. 
· EMI Recovery, Cheque Book issue and all other Banking operations. 
· RTGS/NEFT. 
· Day to day cash & bank transactions. 
· Preparing outstanding list of Debtor & making Payment follow-up. 
· Opening new bank accounts for individuals and also companies. 
· Handling customer queries face to face, over the phone. 
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Managing and monitoring the performance of bank employees. 
· Providing advice on investments. 
· Building relationships with high net worth individuals. 
	Employer
	:
	XLTechnology.

	Duration
	:   April 2015 to September 2015.

	Designation
	:
	Computer Accountant.


Roles & Responsibilities
· Maintain All Accounting voucher entry. 
· Maintain Petty Cash Book :Store and Accounts Book 
· Maintain day to day Accounts & reporting Managing Director on time to time. 
· Maintain of all type Accounting vouchers entry. 
· Maintain books of accounts in Tally. 
· Maintain day to day books of Accounts in Tally. 
· Maintain Journal Entry Sale, Purchase & Exp Invoice. 
· Perform general office duties such as typing, operating office machines, and sorting mail. 
· Add new material to file records, and create new records as necessary. 
· Supervise day to day routine, operational activities and issues. 
· Ensuring high level of quality deliverable & customer satisfaction. 
· Processing Invoice for payment. 
· Releasing payments to Vendors. 
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Educational Qualification
MBA-Finance from Jamia Hamdard University, New Delhi
Year of passing: May 2015.
BBA from Jamia Hamdard University, New Delhi
Year of passing: May 2012.
Intermediate from M. S. I. Inter College, Gorakhpur (UP), U.P. Board.
Year of passing: March 2009.
High school from R K Inter College, Maharajganj (UP), U.P. Board.
Year of passing: March 2007.
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Professional Qualification
· Advance Excel. 
· Tally ERP 9 with Taxation. 

computer skills


· Microsoft Office Word. 
· Microsoft Office Excel. 
· Microsoft Office PowerPoint & Internet. 

Project Detail
· Organization: JAMIA CO-OPERATIVE BANK. 
· Location: New Delhi 
· Project Undertaken: “LOAN PROCESSING AND DUES COLLECTING POLICIES IN 
JAMIA COOPERATIVE BANK LTD.” 

Dissertation Project Detail
· Organization: JAMIA CO-OPERATIVE BANK. 
· Location: New Delhi 
Project Undertaken: CUSTOMER PERCEPTION ABOUT PRODUCTS & SERVICES OFFERED BY JAMIA CO-OPERATIVE BANK.

Seminars & Workshops
· Attend in the Industry Workshop on Financial Analysis. 
· Attended seminar on entrepreneurship held in college. 
· Attended seminar held by su-kam inverter and batteries taken by MD of the company Mr Kunwar Sachdev. 

Extra Curriculars & Achievements
· Participated in the “Cultural and Sports week” of Department of management Jamia 
Hamdard. 
· Organized “Management and Fashion week’’ in the department of management Jamia 
Hamdard. 
· Won many prizes and certificates in school in General awareness quiz competition and in cultural events. 

Hobbies and Interests
 Reading newspaper, Novels, learning innovative ideas etc.

Language Known
 English , Urdu and Hindi.

Strength


· Young, energetic, good attitude and ready to think differently. 
· Ability to work independently and also equally adjustable with team work. 
· Hardworking and willing to learn. 
· Creative, resourceful along with sense of responsibility. 
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	Sex
	:
	Male
	

	
	Date of Birth
	:
	20 Aug 1990

	
	Visa Type
	:
	Visit Visa

	
	
	
	

	
	
	
	

	
	
	
	

	
	Marital Status
	:
	Single
	

	
	
	
	

	
	
	
	
	

	
	Nationality
	:
	Indian
	

	
	
	
	
	
	Declaration


I do hereby declare that the information given in these curriculum vitae is true and correct to the best of my knowledge .I assure you that if you give me a chance I shall do my best to give you utmost satisfaction with my hard work and good conduct .
I hope for any positive response.
Date:
Place:

