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Career Objective

Seeking for a position to utilize my skills and abilities in Professional field that offer security and educational growth while being resourceful, innovative and flexible.  

  WORK EXPERIENCE
   August-2012 to November-2015 
Green Valley Textile FZCO Dubai U.A.E





Accountant 
· Worked directly for accounting manager to help in maintain the office and      keep it running 
· Handling Accounts receivable & payable

· Inventory of materials daily &Monthly basis.

· Sales / Purchase / Expenses Entry on daily basis.
· Handle the petty cash funds of company
· Maintain record of ledger
· Data Entry

· Work of documentation
· Open and distribute the mail 
· Co operate the staff 
 June 2010-July 2012

 Bharti Airtel Ltd, Delhi, India





Customer Care Executive
· Handling customer’s queries complains through the phone

· Update the entire request made by customer in the system to complete
The task.
· Investigates and resolves software and hardware problems of the 
Customer per established performance criteria.
· Handle all the issues of customers.

· Prepare and distribute customer activity reports 

· Manage administration

EDUCATION QUALIFICATION
June 2007-July 2010

Dr.RML UNIVERSITY FAIZABD, INDIA

· Bachelor of Art (English& Sociology)
IT SKILLS

· MS Office MS Windows (Microsoft Word ,Microsoft Excel, Microsoft 

Power Point, MS Outlook) 
· Tally 9

· Photoshop

· Corel Draw
· Windows Installation

· Assembling troubleshooting and driver installation

· Basic Networking

LANGUAGE

English



:
Fluent
Hindi



:
Fluent

PERSONAL DETAIL

Date of Birth


:
5th June 1990

Marital Status


:
Married

Nationality


:
Indian

