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Objective :

Seeking a challenging position in finance with a reputable, mature organization. Pursuing a long-term career where I can add on to my skill set while simultaneously offering my best abilities by becoming an integral part of the company’s future growth. 

Personal Skills :

Comprehensive problem solving abilities, Ability to deal with people diplomatically, willingness to learn, Strong determination, desire, punctuality, with communication, interpersonal learning and team skills.

Technical Knowledge :

· Good at DTP
· Knowledge of Tally 9. 
· Microsoft Word, Microsoft Excel and PowerPoint
Educational Background :
· B.Com Graduate fromGoaUniversity in the year 2010
· Pursuing M.B.A from Bharathiar University.
Professional Experience:

· Organization : Reputed Beach Resort

Period:16th Nov 2012 to 28th Feb 2015
Position 
:Account Assistant



Responsibilities :
Maintaining of debtors ledger and associated files, vouchers, preparation of outstanding statements of Travel agents/companies.

Checking of correctness of details like room tariff entered by front office and all supporting outlets checks, paid out vouchers, copy of letter of credit is attached to folios.

Checking the accuracy of all charges and credits posted to the individual accounts.

Maintaining of Debtors Ledger and to follow-up with travel agents/companies for outstanding payments and reconciliation of Debtors Ledger.

Checking of room charges to travel agents/companies are in accordance with the contracted rates.

To process payments of travel agents commission, if any on the basis of verified reports.

Credit cards payment follow up and reconciliation.
· Organization : Reputed Beach Resort

period:1st Oct 2014 to 31st Oct 2014
Position : Cashier  (1 month)


Resposibilities:

Collecting cash Vouchers from front office, Preparing of cash summary, Posting of Cash 
receipts, Banking, Reconciliation of Cash summary, daily closing of Impress Register. 
· Organization : S.K. Marine Services

period: 2nd May 2011to 15th Nov 2012
Position:
Account Asst.


Responsibilities :Ensure all Invoices are updated daily 




Entering all types of Vouchers accounting / tallying  

Personal Details :

· Date Of Birth



01stAugust 1989
· NATIONALITY



Indian
· Sex                         

           Female 

· Marital Status         


Single
· Language Known  



English, Hindi and Konkani
· Visa Status




Visit Visa
Summary :

Interacting with different people and environments has strengthened in me the qualities of understanding new people and to work in any kind of situations. My strengths are patience, confidence, tenacity, integrity and ability to absorb technology faster.
