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CAREER OBJECTIVE:


To achieve a challenging position which provides an opportunity to enhance and express analytical abilities, where I can effectively utilized my acquired skills and experience at the optimum towards team oriented services as well as the personal growth within the organization.

SKILLS:

· Strong communication and presentation skills.

· Self-oriented and can adapt easily to new working environments.

· Worked well as an individual and team member.

· Highly motivated while remaining composed under pressure.

· Friendly atmosphere-dealt and served multinationals.

PERSONAL DETAILS:


Date of Birth


: 04-12-1980


Place of Birth


: Ribandar, Goa


Nationality


: INDIAN

            Gender                                   : Female 


Marital Status
            : Married


Languages Known

: English, Hindi and Konkani


Visa Status


: co. Visa
PROFESSIONAL QUALIFICATIONS:


Diploma in Computer Management with A Grade from Stenodac in 2002.


Diploma in Tally 6.3 with A Grade from MICE in 2002

Diploma in tally 9 from NICE in2009

EDUACTIONAL QUALIFICATIONS:


TYB.Com Goa University in March 2002 through S.S. Dempo College (48%)


H.S.S.C. Goa Board March 1999 through Don Bosco College (47%)


S.S.C.E. Goa Board March 1997 through BAL Bharati Vidhya Mandir (52%)

WORKING EXPERIENCE:

OFFICE ASSISTANT



APRIL 2004 – NOVEMBER 2004.

M/S MAGSONS MITHAI MANDIR

GOA, INDIA

1) Preparing of cash and bank statement and checking monthly bank statement.
2) Entering of day to day sale, expense entries in cash book.

3) Issuing of cheques and sent it to respecting supplier for payment.

4) Checking of stock chart, sale chart. Filling of sale tax challans
5) Issuing of cheques for electricity, water, telephone bills, and sale tax.
ACCOUNT ASSISTANT


          NOVEMBER 2004 –NOVEMBER 2005.

C.N. DE SA & CO. (CA)
GOA, INDIA

1) Entering voucher entries in tally. Prepare bank reconciliation.
2) Writing of cash book and preparing receipt and payment statements

3) Auditing the account of school, convents, retailers, solicitors, etc.

4) Checking of cash book entries with voucher, receipt, bank book.

ACCOUNTS ASSISTANT                                    JANUARY2007–DECEMBER 2007.
NUNES TRAVELS (COACH HIRING CO.)           

1) Entering sales entries in tally, writing of cheques.

2) Entering of petty cash vouchers in tally, filling vouchers.

3) Checking of petrol bills statement. And passing JV entries in tally.

4) Entering of payment vouchers in tally.

5) Entering bank deposit and withdrawal entries in tally (contra).

ACCOUNTS ASSISTANT                                   MARCH 2008-NOVEMBER 2008
  TNAI (GMC HOSPITAL)

GOA, INDIA

1) Writing of cash book, depositing money in bank, updating passbook,

2) Issuing cheque for payment, maintaining receipt book.

3) Maintain files, attending phone calls, issuing of cheque books
4) Preparing receipt and payment statement.
PRESENTLY WORKING   IN DUBAI   FOR DAIRY CO.   AS ADMINISTRATIVE ASSISTANT   FROM JULY 2010 TILL DATE.

1) Entering overtime of employees in system (E-Promis).

3) Checking final settlement, leave settlement of employee.

4) Checking of salary transfer letter, sif files, maintaining pay slip of employee.

5) Checking and updating attendance record system.

6) Maintaining employees’ passport, maintaining employee’s files, scanning.

7) Maintaining absent,sick leave,joining leave return in system.

8)Maintain & submit visa renewal,Lc renewal,OHC renewal reports to pro.

9)preparing leave application, New joining report of employees.
	


