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STRENGTHS

· Friendly, enthusiastic and convincing powers to make sales.

· Excellent communication skills and very professional with the work and have leadership qualities.

· Computer proficient in MS office, Software like Emas and Erp also with internet surfing knowledge.

· Recognized for the reliability and getting job done.

· Very Quick learner

EDUCATION

· Bachelor of Commerce, Gujarat University 2008.

Professional Experience
· From August 2014 to March 2015   
Worked as Senior Admin Executive and Account Executive.

Key roll:-
· To monitor all cleaning activities done by office boys for the company.

· To take care of stock for Housekeeping material and Stationery.

· To get all repair and Maintenance work in the company

· To get All interview schedule for H.R

· Decoration of office for all festivals

· To help HR in any staff welfare activities

· To arrange all staff welfare activities

· Arrangement of tickets and hotel booking for Manager in Company

· Applying of Visa and to do from start to end process for the same.

· To monitor all three office boys

· Maintaining petty cash every month

· Making of petty cash sheet and passing entries in journal

· Checking of bills and vendor payments

· Services and repair of furniture and fixtures.

· From Nov 2013 to Aug 2014 (Niraj Traders, Ahmedabad India)

Worked as Owner for the shop.

Key roll:-

· To do Sales and Purchase for the shop.

· Maintaining stock for the shop.

· Market research for goods.

· Order taking from market.

· Travelling from one city to another for buying of goods and order taking.

· Checking of accounts for the shop

· From Oct 2011 to Oct 2013: ( Regal Group Dubai, UAE)

Worked as Account Assistant and Administrative Executive.
Key roll:-
· To make account Statement with that maintaining Closing and opening Stock for the Department.

· To take care of the suppliers coming around the world. Maintain relation with them and discuss about the business and also to arrange visas and hotel room reservations for them.

· Maintain books of account every month for the department and to close accounts for the month.

· Make ledger for the customer and suppliers of the companies and take care of outstanding amount of the customer.

· Make interest statement every quarter for the outstanding amount of the customer and follow for the payment their after.

· To book tickets and hotel rooms for our international clients and suppliers.

· To arrange visas for our supplier.

Key Project undertaken.

Took all responsibility of the Company golden jubilee ceremony kept for completing 66 years in UAE. Following were my duties,

· Applying visas for all the suppliers coming across the world and to follow the same until it is issued and OK to Board.

· Book hotel rooms for the suppliers and guest coming to attend the party.

· Took care of food and drinks manage and serve to the guests properly at the venue of the party.

· Arrange pick and drop for the models who took part in the event.

· Monitoring venue by keeping eye on lights and decoration and the venue.

· Maintain budget given for the event and organize all expense as per the budget.

· Checked all the vouchers of expense and did payment to event organizer and entered all the transaction of event in accounting software.

· From Feb 2009 to August 2011, (Moondra chartered accountant firm, Ahmedabad India)
Worked as an Account Assistant and Admin Executive 

Key roll:

· To make entries and post them. To make ledger and trial balance for customer.

· To do internal statutory audit of the customers and make report of the same and present to Chartered accountant.

· Also book tickets and hotels room for clients and chartered accountant of the company.

· Follow meeting schedule for boss and make sure everything happens on time and take care of his meeting schedule, visas and hotel confirmation.

Key Project undertaken.

Did statutory audit all over Gujarat for State bank of India (Rural Branches).

· From Aug 2008 to Jan 2009 (Liontel Infosolution, Ahmedabad India)
Worked as a voice agent UK base call centre for sales. (Debts)

Key roll:-

· To make calls and talk to people and convince to adopt our debt program and to make sales.

· To talk to people and make sales by convincing them to adopt our insurance program.

· Also to take care paper works for team leader and follow his instruction regarding the Leeds.

· To give training of data software to new joiners.

Extra Activities: - 

Playing Cricket (Captain of School Cricket Team), Surfing net and Car driving. 

Rewards:

Got Rewarded as New Joinee Star of the month in Azilen Technologies.

