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	Career Objective

	To seek challenging position that would allow me to build my career and learn new skills working towards the company’s goals.


	

	Educational Qualification

· March 2015      Bachelor of Commerce (specialized in accounts) – 1st class passed      from Goa University, Goa, India    

· March 2012      Passed Higher Secondary School from Goa Board, India

· March 2010      Passed Secondary School from Goa Board, India        

Certification & Diploma

· Tally ERP 9

· Peachtree

· Microsoft Advanced Excel & Windows XP

Computer Skills

· MS Word, MS Advanced Excel

· MS Office Outlook, Power Point

· Email

· Internet savvy 

· Networking & Multimedia

· Adaptive to any new software 

Key Skills

· Dynamic, result oriented with good interpersonal & communication skills 
· Problem analysis and resolving abilities
· Customer service orientation & organizational skills
· Adaptability and ability to work under pressure
· Initiator
Strength

· Sense of responsibility

· Sincere & Hard working

· Quick learner
· Ability to multi-task and meet deadlines
· Keep all records systematically



	

	Work Experience

Machado & Sons Warehouse Pvt. Ltd. – Goa, India (From June 2014 – Feb 2015)
Designation: Accounts Assistant

Responsibilities: 

· Working with spreadsheets, sales and purchase ledgers and journals

· Calculating and checking to make sure payments, amounts and records are correct

· Sorting out incoming and outgoing daily emails and answering any queries

· Managing petty cash transactions

· Controlling credit and following up with pending debts
· Reporting to accounts manager

HDFC Insurance – Goa, India (From Nov 2013 – Jan 2014)

Designation: Sales Executive

Responsibilities:
· Attend meetings and training programs to learn about new products and services, learn new skills, and receive technical assistance in developing new accounts
· Calling customers to check if they are interested for any of the company’s insurance products & take necessary details
· Meeting customers on their convenient time to explain the products & process their applications

· Preparing the entire documentation & processing the applications further

Languages

English (Fluent – written & spoken)
Hindi (Fluent – written & spoken)

Konkani (Fluent – written & spoken)
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Religion:  Islam
Date of Birth:  31 July 1993
Marital Status:  Single
Nationality:      Indian
Hobbies:      Reading, cricket, swimming & travelling
Visa Status: Visit Visa 


	

	

	

	


