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OBJECTIVE
I have over 9 years of experience in back and front office administration, FMCG/FMCE/CPG, Accounts, customer handling, counseling and documentation, that equipped me fully to deal with the challenges of a professionally managed front as well as back office and customer handling.
EDUCATION  : 
· M.B.A (Finance Management) from JRN University Udaipur Rajasthan Passed in 2011.
· B.A. Economics (Hon’s) from AMU, Passed in 2002
· Intermediate (AMU) Passed in 1999
WORKING EXPERIENCE:
Total Years of Experience           :     9 years

ACCOUNTANT                         :    3 years

HR & Administration                  :    3 years

Counselor cum Receptionist       :    2 year

Office Assistant                           :    1 year

JOB PROFILE:
I have exceptional analytical & problem solving skills & able to provide financial information to all areas of the business whilst ensuring that all management information is accurate. Having a proven ability to drive out inefficiencies through process improvement as well as assist in the maintenance & development of financial systems and accounting procedures. 

· Have excellent PC skills including Emails & MS Office.

· Excellent communication skills in English.

· A dedicated team player with excellent interpersonal skills.

· Ability to face problems with equanimity.

· Can work under pressure & meet deadlines.

· Hardworking, self-motivated & result oriented.

· Act independently with minimal guidance and supervision
· Detail-oriented, efficient and organized professional with extensive experience in accounting systems
EXPERIENCE:
India  (July 2014 –  March  2015)
  Designation:  Office Manager,

· Communicated effectively with multiple departments to plan meetings and prepare welcome packages for new students. Established strong relationships to gain support and effectively achieve results. 

· Helped coordinate dozens of recruitment events (average of 12 large gatherings per year) that contributed to consistently high enrollment levels.

· Entrusted to manage office in the supervisor’s absence. Provided timely, courteous and knowledgeable response to information requests; screened and transferred calls; and prepared official school correspondence.

· Developed innovative PowerPoint presentation used by the Office of Admissions to market executive support programs to potential students.

Earned excellent marks on performance reviews, with citations for excellence in areas including work volume, accuracy and quality; ability to learn and master new concepts; positive work ethic; and commitment to providing unsurpassed service 
Hawk land Properties. Elite Business Center, Al-Barsha 1, Dubai U.A.E. (Oct 2013 – May 2014)
  Designation:  Admin Accountants Executive 
· Experienced in preparing monthly financials like Trial Balance, Profit & Loss a/c, Balance Sheet, Cash Flow statement, Ratios and Analytical points on Financials.

· Expertise in monthly job analysis

· Expertise in preparing of weekly Bank, Cash positions and Cash Budget statement

· Expertise in managing the Fund Management

· Expertise in Audit preparation of yearly financials in audit format and submitting to auditors for auditing

· Strong in interaction with Auditors for Finalization of Accounts

· Experienced in preparation of monthly Bank Reconciliation statement 
· Experienced in controlling Debtors & Creditors and preparation of debtors & Creditors Outstanding list and reporting to Management
· Well versed in preparation of department wise Monthly Collection Report.
· Expertise in reconciliation of receivable & payables with their respective statements
· Expertise in dealing with banks for issue of Letters of Credit and Bank Guarantee and other various issues 
· Expertise in Preparation of monthly schedules
  Jawaharlal Nehru Medical College Aligarh. (Aug 2010 –  SEP  2013)
  Designation:  Accountant 
· Preparing sales invoices & the upkeep of an accurate accounts filing system.

· Supplier/Customer Creation and Registration.

· Prepare regular reports and summaries of accounting activities.

· Debtor and Creditor reconciliations

· Bank reconciliation

· Account finalization

· Reporting 

· Conducting internal Auditing 

· Customer handling, cash management and procedural guidance etc.

· Recording office expenditure, Fixation of salary and managing the budget.

· Using a range of office software, including email, spreadsheets and databases.

· Managing Nursing staff, their duty charts, leaves and queries etc.

·  Preparing Lama Reports of the patients.

· Prepare & finalize VAT Returns, CST, Service Tax & TDS Return
Making Details of C-Form,
· Bank Reconciliation & ledger Account Reconciliation
· Making outstanding detail & follow- up
· Maintain Inventory Record on Computer
· Entries of cash Book, Sales Bills & Purchase Bills etc.
· Making Vouchers & Entries in Computer.
· EXPERIENCE:
· Computer Business Point Aligarh. (July 2005 – March 2008)
  Designation: Office  Assistance (HR & Administration)   
· I.C.C Coaching Aligarh. (April 2003 – July 2005) 
  Designation: Counselor cum Receptionist  
· Computer Media Centre Aligarh. (May 2002 – Feb 2003)  
 Designation: Office Assistant            
JOB RESPONSIBILITIES:
· Maintaining various organizational files and folders.

•     HR Activities and related issues.

•     Fixation of salaries and wages.
•     Complaint resolution and employee management.

      •    Scheduling the duties and preparation of duty chart ad timelines.
      •    Collection of fees and maintain record for upper management.
      •    Responding to customer enquiries and counseling to ensure bookings.

      •    Front office activities

•    Customer handling, cash management and procedural guidance etc,

•    Recording office expenditure, Fixation of salary and managing the budget.

•    Using a range of office software, including email, spreadsheets and databases;
COMPUTING EXPOSURE;
·   Tally 5.4, 6.3, 7.2, 9.0 ,Quick book.
·    Microsoft Word, Excel, Access, PowerPoint, Outlook Express, Microsoft Windows and Microsoft Office / DCA
	Personal Profile:


· Date of Birth

:
8 November 1982
· Languages Known
:
English, Urdu, Hindi

· Nationality

:
Indian
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