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OBJECTIVE:
To work in Challenging & Responsible position in field of communication & Global Environment.


EDUCATIONAL QUALIFICATION :  
· Bachelor of commerce (B.COM) From Gujarat University(2009)
· HSC from state  bord  with 1st class.

· SSC from state  bord  with 1st class.
WORK EXPERIENCE :

(SIDDHI VINAYAK TRADING CO)
(Working as a  Office Admin / Accountant 2013 to till Date)  
Job Responsibility
· Manage Accounts Receivable (AR) and Accounts Payable (AP)
· Client based billing Service
· Reconciling bank statement.
· petty cash handling.
· Processing monthly reports and week-end closings.
· Maintaining daily expense reports
· Coordinating payment schedules.
·  Maintain Daily Bank Book & Cash Book etc.

· Sales reporting for executive. 
· Verifying of Invoice & documentation as per Purchase order 

· Entering the details of the Invoices

· Tracking of the Invoices movement & Data entry

· Handling the Local Portal of Invoice Tracking & Updating

· Daily Reports in excel 
· Daily MIS & Monthly report analysis

· Banking Activity

(2)  P .D MARKETING   
      (Working as a Back office work  2011 to 2013) 
· Controlling back office, preparing daily reports
· Updating Back Office manager all day to day activities
· controlling/tracking all documents and keeping logs of all data.
· Coordinate with Customer.
· Handling inbond customer query regarding products
· To collect daily report & sent to respective department or BackOffice.
· To ask customer they will deliver product
· Good knowledge of basics OFFICEWORK

· Knowledge of CRM, AIRTEL DTH.

· Resolving customer requests & complaints

· focus on speedy and exceptional     customer service.

· To Giving training to new joinee

(3)  I have worked in Meet marketing as a c r c. ( 1 year )

TECHNICAL EXPOSURE : 
·  MS office (MS Word, MS Excel, MS powerpoint)

· Experienced in working on GEENI 

· Internet Savvy 

INTERESTS / HOBBIES : 

· Listening Music, Watching T.V, Dancing, Reading

PERSONAL DETAILS :

· Date of Birth

:
04th Aug, 1987

· Marital Status
:
Married 

· Sex


:
Female

· Languages Known
:
Hindi, English, Gujarati 

· Nationality

:
Indian

· Mother Tongue
:
Gujarati 

STRENGTHS:

· Work hard for gets success

· Ready to face challenges 

