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CURRICULUM VITAE
	
	


Career Objective

       I am keen on being assigned to a position that will make optimum use of my accounting and administrative skills.

      A job that will help me build up my strengths and help me to grow as professional, one that will help me to develop my skills And allow me to carry out my duties effectively with the guidance of my seniors and co-operation of my colleagues
 

      In return, I am prepared to invest heavily in sincerity and punctuality, to command respect of my junior colleagues and to justify the trust of my seniors reposed in me, thereby helping to build a stronger organization.
Educational Qualification

· Bachelor of Commerce (B.Com Completed in 2011)
Gujarat University
· Company Secretary (Executive Level)
· LLB-Bachelor of Law (Semester-5)
Gujarat University
Professional Experience

1) Shiv Nandan Dairy (Personal Business)                                From: April 2013-Present

Job Profile:

· Taking care of 50 cattle in the farm

· Calculating process of salary and wages.

· Making of various dairy products like Cream, Panner and Ghee.

· Making inward and outward bills on regular basis.

· Maintaining Books of Accounts.

2) Kothari Engineering                                                              From: May 2013-Jan 2014

Accounts Department

Job Profile:
· Handled day to day accounting entries in TallyERP9.

· Maintain Receivable and payable accounts of the company.
· Handling Cash and CC account of Bank.

· Debtors and Creditors control.

· Commercial and Admin.
3) Raj Creations                                                                     From: Jan 2012-March 2013
Sales Executive
Job Profile:
· Managing subordinate sales person.

· Planning and organizing the day to ensure all opportunities are maximized.
· Dealing with customer enquiries face to face, over the phone or via email.

. Strength
· I have excellent organizational skills.

· Passions with determination.

· Self-motivation and honesty
· I like to achieve my goals.

· Strong and quick acquiring of new technologies
· Good in team management
Computer and IT
· Proficiency in Microsoft Office ™ (Word™, Excel™ PowerPoint™)

· Proficiency in Accounting Software’s like QuickBooks, MYOB, Sage Simply accounting, Tally ERB9 etc.

· Efficient use of Internet (Emailing, Browsing, Searching etc.)

· Windows™ (7™, Vista™, XP™, Windows 8)
· Personalized Softwares of the company.
Personal profile 

Date of Birth          :        6th December 1990

Gender                       :        Male

Nationality                 :        Indian
Marital Status             :       Single

Languages known      :       English, Hindi, Gujarati
          Hobbies & interests    :      Playing Cricket, Music, Adventure Sports etc.
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