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CAREER OBJECTIVE:
· I am the enthusiastic fresh graduate in Commerce with good communication skills in written and oral. I am looking for an opportunity to prove my abilities in different section like Accounts, Human Resources or Administration. I have positive attitude towards learning, always eager to know the latest trends in the market to update myself 
· I gracefully posses the following eligibilities for the role I am seeking. 
· Commitment to continuous learning 
· Planning & Organizing 
· Decision making 
· Leadership 
· Client orientation 
· Vision 
· Respect for diversity 
· Empowering others 
· Managing performance 
· I am certain that my skills, knowledge, abilities fresh thinking and positive attitude would match your requirement in your esteemed company. It would be my honor to have an interview in your esteemed organization. 
	EDUCATIONAL QUALIFICATION:
	

	  BACHELOR OF COMMERCE –INTERNATIONAL BUSINESS
	2014

	SBRR Mahajana’s First Grade College Mysore, Affiliation University Of Mysore

	  PRE-UNIVERSITY COLLEGE – COMMERCE - BASC
	2009

	ST.Anthony Pre-University College Mysore, Karnataka
	

	  SECONDARY SCHOOL LEAVING CERTIFICATE -
	2007

	
	


EXPERIENCE:
Organization;
Career Launcher as Academic Counselor
October 2014 till September 2015
JOB ROLES AND RESPONSIBILITIES:
· Primarily included counseling walk-ins on career choice and making conversations to business. 
· Tele-marketing Activities. 
· Student coordinator & faculty support. 
· Maintaining the office accounts. 
· Manage the office and ensuring all needs of students are met. 
· Visited colleges for Brand promotion and participating in kiosk activities. 
ACCOUNTS
· Maintain and record transactions of business in Tally ERP 9 regarding journals, ledgers and other Accounts. 
· Record day to day Business Transactions, Bill books, Vouchers and Cashbook. 
· Maintenance of Books of accounts. 
· Prepare trial balance, P/L statements, balance sheets etc., 
· Managed vendor accounts, generating weekly on demand cheques. 
· Managed financial departments with responsibility for Payroll, Accounts Payable and Receivable. 
· Prepare LPO’s, Invoices and Quotations 
· Preparation of Salary Statement. 
· Debtors and Creditors Consolidation & entries of all purchase bills & sales bills. 
· Preparation of contractor payment on weekly basis. 
· Verifying the accounts on daily basis. 
· Prepared annual company accounts and reports. 
· Responsible for timely payments of dealer invoices. 
COMPUTER PROFICIENCY:
SOFTWARE EXPOSURE:
· Working knowledge of MS-Office. 
· Working knowledge of ERP 
· Tally ERP 9.0 
· Typing –Senior 
HOBBIES:
· Reading books and novels. 
· Innovative cooking. 
· Reading newspaper . 
STRENGTHS:
· Good communication and interpersonal skills 
· Patience, positive attitude and hardworking & team player 
· Self-motivated with leadership skills. 
· Aptitude to learning and exploring new fields 
· Trust-worthy and friendly 
PERSONAL PROFILE:
	
	
	

	
	Date of birth:
	03/01/1991

	
	Nationality :
	Indian

	
	Marital status:
	Single


· Language Known: English, Hindi, Marathi and Kannada 
  Visa Status:
Visit visa(valid till February 2016)
DECLARATION:
With the skill, knowledge and abilities that I have pursed from the past experiences, I am certain to give my best to prove my ability. It would be my honor to have an opportunity for interview with you.
Looking forward to your response,
Yours sincerely
