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PERSONAL SUMMARY:
A highly motivated Commerce Graduate who is able to provide key analytical support to company managers. Ambitious and looking forward to playing a key role in financial decision making and adding significant value to a business. Experience of budgeting, forecasting and producing monthly financial reports as well as reviewing internal company processes to advise on any improvements which could be made.
Looking to join a company that offers long term career prospects and gain upcoming resource knowledge. 
KEY SKILLS:
·  Good Knowledge of MS Office. 
·  A proactive approach to problem solving.
·  Good Knowledge of Tally 9.0
·  Able to work efficiently with customers, often in client/consulting teams.
·  Flexible & adaptable, able to work well individually and within a team.
·  The ability to perform under pressure and deliver to challenging timescales.
·  Ability to handle confidential information.
EDUCATION
ACADEMICS INFORMATION:-

	Education
	Class
	Institute
	Passing-Year



	T.Y.B.COM.
	Second
	SK. Somaiya College
	MARCH 2010



	H.S.C.
	First
	Bright College
	MARCH 2007



	S.S.C.
	Second
	Guru Nanak High School
	MARCH 2005


1.  worked with M/s Ramee Rose Hotel CO LLC -Tecom Al Barsha From 24 December -2013 to 15th may, 2015.

Responsibility 

A. Member of Receptionist

· A friendly and welcoming approach High standards of dress and presentation 
· Ability to remain calm during difficult situations or in a very busy environment
· The ability to work unsupervised Excellent interpersonal skills, including a
       pleasant telephone manner Good administrative skills.
· Dealing with reservation and cancellation by phone, e-mail, fax and face to face.
· Checking guests into the hotel, allocating rooms and handing out keys.
· Checking guests out of the hotel, preparing bills and taking payments.
· Handeling foreign exchange.
· Answering questions about facilities in the hotel and the surrounding area
· Ddealing with complains or problem.
· Halding cash.
2. Working with Siddhi Fabrics from April 2012 to 10th dec,2013. 


Location: Kalbadevi

Responsibility:
A. Office Assistant and Accounts Assistant.
· Passing entries in the books of accounts for transaction and any other payments, receipts etc.

· Passing entries in the books of accounts for transaction done by the company for payments, receipts etc (using Tally).

· Coordinating with Clients and third parties for payment recovery and for other documentation. 

· Documentation and maintaining records for the Billing and other details.

3. Worked with Sanskar Public School from March 2011 to March 2012. 
Location: Thane West (Shivai Nagar)
Responsibility:
A. Handling Admin/Office Assistant and Accounts Assistant.
· Handling Petty Cash book.
· Handling Cash Receipt and Vouchers.
· Passing entries in the books of accounts for transaction done by school and any other payments, receipts etc.
· Assisted Grade Level teachers with diversified clerical support in areas of document proof reading, duplication, collating and distribution, classroom management, student monitoring and miscellaneous assignments.
· Easily established rapport with students and interfaced well with Parents and School-Wide Faculty members.
· Handling Admission enquiries through phone calls and also personal. 

4. Worked with M/s. Sainath Forwarders Pvt. Ltd. – Belapur [CBD] from June 2010 till Feb 2011. 

Responsibility:
A. Member of Accounts Department for M/s Sainath Forwarders Pvt. Ltd.
· Handling Petty Cash book in Tally 9.0.
· Invoicing and purchase order creation and maintenance.
· Client interaction on mails as well as on calls to raise and send quotations.
· Recovery of balance payment from client through reminders.
· Passing entries in the books of accounts for transaction done by the company for export and import of goods, payments, receipts etc (using Tally 9.0).

· Reconciliation and the preparation of consolidated management accounts. 
· Helping Auditors by providing required transaction and other Reports. 
PERSONAL DETAILS:
· Date of Birth

:
          2nd June 1988
· Sex


:      
          Female.

· Languages Known
:

English, Hindi, Marathi and Tulu.

· Nationality

:
          Indian

· Hobbies

: 
           Music, Cooking etc.
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