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	Professional Objective:
Topursue a careerthatwouldenhancemyanalytical knowledgeandskillsinaccounting, auditing,treasury, taxation, financeandbusinessmanagement, atthesametime, allowopportunitiesforgrowthanddevelopmentas aprofessionalandasanindividual.

	AcadamicQualification:

	
	COURSE
	INSTITUTION/COLLEGE
	UNIVERSITY /BOARD
	YEARS OF PASSING
	

	
	MBA(Finance)
	AsianInstitute ofManagementStudies
	Sikkim ManipalUniversity
	Completed
	

	
	B Com
	GonsaloGraciaCollege,Vasai
	Mumbai University
	2013
	

	
	H S C
	R PWaghJuniorCollege,Vasai
	MaharashtraBoard
	2010
	

	
	S S C
	St. JudeHighSchool,Jeri-meri
	MaharashtraBoard
	2007
	

	Computerskills
	1. Computerizedaccountingprograms,TallyERP 9.0and7.2.
2. Wellversed withExcel,word,PowerPoint&InternetApplications.

	Keyskills:
1. Able to handleaccountsup tofinalization
2. Capabilityto workunder timepressure andmultitasking
3. Effectivewrittenandverbalcommunication in English andgood interpersonal skills
4. Able to handlemultipleclientsinthe preparationof financial statements.



Summaryofprofessionalresponsibilitieshaveincludedatpresent, butarenot limitedto:
· Workingin M/s. ConnectProfessionalCorporateAdvisoryPvtLtd.,fromOctober 2014toSeptember2015as anAccountsExecutiveat Borivili.
· WorkedinM/s.PyramidAutomationfrom September2013toSeptember2014 asanAccountExecutive cumAdministratorat Vasai.
· WorkedinM/s.Raj ProfessionalsfromMay 2013 toJuly2013 as anAccountAssistant atSantacruz.
· WorkedinM/s.HarshaEnterprises fromApril2010 toMay2012 as a Reservation&OperationCoordinator at Vasai.
Professional Experience:
Company
: M/s. ConnectProfessionalCorporateAdvisoryPvtLtd.,Designation:AccountExecutive
WorkAssignmentandFunctions:
· Understanding clientsbusinessand obtaining the clientsindustrypractice
· Handling clientsbookofaccountsup tofinalization
· Preparation ofmonthlyfinancial statements (Statementofcomprehensive income,statement ofFinancialposition,statementofcashflow)
· Performing reviewofclients’ account
· Responsible ofreconciliation between companyaccountsand the bankaccounts,including debitsand creditsin both accounts.
· Responsible formonthlyreconciliation ofexpensesandrevenues.
· Analyze businessoperations,trends,costs,revenuesdevelop,maintain andanalyze budgets,preparing periodicreportsthatcompare budgeted costs to actualcosts.
· Prepare GSTcomputation (VAT)
· Prepare IncomeTaxComputation.
· Monitoring ofBank transfertransactions.
· Preparation ofMonthlyBankReconciliation
· Interactionwith concerned parties for variousaccounting transactions.
ProfessionalExperience:
Company
: M/s. PyramidAutomationDesignation:AccountExecutive cumAdministrator

WorkAssignmentandFunctions:
· Preparation ofGeneral Ledgerentriesand reconciliations formonth-end closing.
· Performed accounting tasks,accountsPayableand accountReceivable specifics.
· Maintaining Debtors&Creditors,expenses&otherledgers.
· SubmissionofSale TaxReturnsmonthly& PFreturnsasperGovernmentregulations.
· Prepared Cashflowand promptreporting tomanagementaboutfund status.
· Prepared monthlymanagementaccounts.
· Prepared annual budgets,preparing comparative statementsofbudgetsperiodically.
· Prepare dailycash forecasts.
· Communicatedwith bankersregarding financial dealingsand otherofficialtransactions
· Assisting the Financial controllerwhen preparing statutoryaccounts
· MonthlyInspection and itsreporting (Crosschecking ofVouchers,Cash Book,BankBook,Store Inward Registersand Suppliers Billsetc.)
· Assistwith General administration duties forcontrolling distributions.
· Preparation ofCash and receivable forecastonmonthlybasis.
· Work with ProjectManagerson billingverification and collectionmatters.
· Maintainsfinancial securitybyfollowing internalcontrols.
· Maintains customerconfidence and protectsoperations bykeeping financialinformation confidential.
· Contributes toteameffortbyaccomplishing related resultsasneeded.
ProfessionalExperience:
Company
: M/s. RajProfessionalsDesignation:AccountAssistant.
WorkAssignmentandFunctions:
· Maintaining computerized Accountsledgerin Tally.
· Cash flowmanagement,bankrelations and bankoperations.
· BankReconciliation.
· Maintainsrecords,files &otherreferencesmaterials and performrelated clericalduties.
· Handled Pettycash andothertransactions.
· Prepared the monthlyInputTax.
· Submission ofSale TaxReturns(Quarterly&Annual)& PFreturnsasperGovernmentregulations.
· Maintaining paymentdraws files and invoice files.
· Maintained record for inward and outward expenses.
· Assistfor processing payroll and certified payroll based on request.
ProfessionalExperience:
Company
: M/s. HarshaEnterprises
Designation: Reservation&OperationCoordinatorWorkAssignmentandFunctions:
· Consistentlyoffer professional,friendlyand engaging service
· Provide leadership,motivation,training and supportto the team
· Ensure all Reservationcolleaguesare informedofall rates,promotionsandcorporate programs
· MonitorReservationsAgents' productivityon adailybasis to ensure efficiencyandconductweeklytestcalls
· Createweeklyschedules andmonitor time and attendance logs
· Handle special requestsfromotherdepartmentsand guestswith appropriatefollow-up
· Update andmaintain variouschecklistsand promotion summarysheets
· Maintainsgoodworkingrelationswith otherdepartments,particularlyFrontOfficeand keeps close contactwith regularguests,ensuring theirneedsare identified,and relayed to concerned departments
· Tracksand prepares the necessaryreportsrequired formonthlysubmission toAdministration Office.
· Tomonitorgroup bookingsandwork closely with group departmentinorder toachieve budgetedfigures.
· Performsassigned dutieson the dailyreservationstasklist.
· Mustbe able to effectively,patientlyand professionallyhandle all internal and
external guestsituationsand resolve guestchallenges to guest’ssatisfaction.

PERSONALDETAILS:
Gender
: Female
Nationality
: Indian
Religion
:Christian, Marthoma
MaritalStatus
:Married
DateofBirth
: 06/09/1991
Language - Speak
:  English,Hindi,MarathiandMalayalam.
Write
:  English, HindiandMarathi.
VisaStatus
:VisitingVisa
Iherebydeclarethat theabovedetailsaretruetothe bestofmyknowledge and belief.Place :Ajman
Date  :


