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Objective – To improve my profession and skills by working with reputable organizations in an ethical way.
Proficient or familiar with –
· Microsoft Excel.
· Tally.
· Basic computer.
· Good typing speed.
· Focused towards designing new techniques to improve work efficiency.

· Team Player.

· Good Communication.
· Flexibility in any Working Condition.
Work Experience:
Golden Mineral Chemicals Beawer Rajasthan. Manufacturer Of Minerals & Suppliers
Account Assistant and Admin Executive (25th June 2013 to 4th August 2014)

· Calculating and checking to make sure payments, amounts and records are correct.
· Sorting out incoming and outgoing daily post and answering any queries. 
· Purchase and Sales order processing.
· Completes projects by assigning work to clerical staff following up on results.
· Arranging stationary items.
· Office maintenance.
· Travel ticket booking.
· Transporation arrangements.
· Managing petty cash transactions.
Professional Qualification:
Company Secretary: (ICSI)

Executive Programme Passed (June 2013)
Bachelors Of Commerce 2013 (Regular)
College: Government College Ajmer Rajasthan (M.D.S University)
I Year (2011) = 60%

II Year (2012) =59.50%

III Year (2013) = 53%
Academic Record:
Senior Secondary Examination: 74.83% (2010) Commerce & IP

Central Academy Senior Secondary School Ajmer Rajasthan

Board of Secondary Education, Ajmer (Raj.),                   


Secondary Examination: (64.83%) (2008)

Central Academy Senior Secondary School Ajmer Rajasthan

Board of Secondary Education, Ajmer (Raj.)
Hobbies & Interests: Cricket, Volleyball, Football, Listening Music
Languages Known: English, Hindi
	Declaration


If given an opportunity to serve I assure that my performance will be whole hearted, dedicated and always to the best of my capacity and in the prestige of the company.

Date:
Place:      
