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CAREER OBJECTIVE

Seeking a position to utilize my skills and abilities in reputed organization that offers professional growth while being resourceful, innovative and flexible, Quest to work in a professional atmosphere that gives me the scope to work on the emerging and challenging technologies and give me scope for widening the spectrum of my knowledge in the field of Accountancy. 
SYNOPSIS

A result-oriented professional with 3 years of Hand on experience in Assistant accountant .
OCCUPATIONAL CONTOUR

· Worked as a Assistant Accountant in Swastik Trading Company from Feb. 2014 to August 2015 in Jaipur (India).
· Worked as an Assistant Accountant in Singhi Finance  from sept.2012 to feb. 2014  in Jaipur (India)   

CORE COMPETENCIES

· Accounts: Book keeping accounts maintain. Daily basis accounting , petty cash handling, cash cheque collection, Monthly bank and cash reconcile, Prepare quarterly progress report, taxation details and cash flow. Accounting finalization assets computing deprecation. Balance Sheet prepare end of the Year.    
· Personnel Management: Time office Management, Payroll Management, Liaisoning with PF, ESIC, Factory Act, Labour Dept.

· Administration: Housekeeping, Security, Pantry, Canteen, Office stationary, Fire Fighting, etc. (in Swastik trading Company)
OVERALL RESPONSIBILITIES
· Maintain accounting documentation carefully like sales book file, purchase book, salary details. Journal entry details 
· Contract related all works document prepare and ensure that all contractor are appreciate with us 
.
Employees Welfare Activity:-

· To ensure that all equipment’s / first aid materials are available at all times.
· Conducting Health Check-up process of all new employee 
Others Responsibilities:-

· Record keeping relating Employees Personnel Files, Leaves, and Bonus..  
· Excel  Reports about status, resignation, Joining, salary expenses, and other expenses.

· Make Full and Final Settlement for outgoing employees.

· Employees Grievances.

General Administration:-

· Looking Housekeeping work & security arrangement in organization.

· Supervision of Pantry & canteen services in organization.

· Looking courier services in organization.

· Opening salary account of employee. 

· To ensure that all Fire fighting equipment’s/extinguishers are working properly. Mock Drill etc.(in swastika trading company dealing in fire fighting equipments).
SCHOLASTICS .
· Master of Commerce  from Rajasthan University.
· Graduate from Rajasthan University. 

· Passed 12th from Rajasthan  Board.

· Passed 10th from Rajasthan  Board.

COMPUTER SKILLS:

· Diploma in Computer Accounting Using Tally 9.

· Operating Systems: Windows XP 

· Packages: MS Office, Internet.

SKILLS: 

· Capable to handle Financial matters Individually.
· Have good command on Accounting . 
· Time Management Skills.
· Take Initiative part as best team Player 
· Enjoy learning new Skills.
· Surge and Shine
PERSONAL VITAE: 

· Date of birth: 08th Jan. 1992 

· Languages known: English, Hindi, 
· Marital Status : Married

· Nationality : Indian
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