PRIYA 
To Pursue a Career in Management utilizing my Skills especially in Finance and HR Services.
(Back Office, Finance, HR Executive, Admin.)

Profile at a Glance

· Knowledge of BUSY accounting software.

· Knowledge of SAP accounting software
· Knowledge of TALLY accounting software.

· Good interpersonal and communication skills.

· Basic Knowledge of Computer.

· Good Knowledge of MS-Word, Excel and PowerPoint.
Key Result Area

· NICE COMPUTER EDUCATION: Admin.
· DIRECTOR GENERAL OF AUDIT, POST AND TELECOMMUNICATION: Data operator of application. 

· MARC ENTERPRISES PVT LTD.: Account Assistant and HR Executive.
· BUT INTERNATIONAL INSURANCE BROKER PVT. LTD.: Accountant.
Career Profile
· NICE COMPUTER EDUCATION. (Apr 2010 – Aug 2010)

Admin.
 Company Profile: Nice computer education provides computer as well as educational courses Services. 
Profile: 
· To maintain the records of the students. 

· Maintain the fees records of the students.

· Calculate the daily collection of fees as well the number of recruitment.
· DIRECTOR GENERAL OF AUDIT, POST AND TELECOMMUNICATION. (Aug 2010 – Dec 2010)
     Data operator 

 Company Profile: Director General of post, audit and telecommunication is a Government  Company.
Profile:

· Worked as a data operator of applications.

· MARC ENTERPRISES PVT. LTD.  (Sept 2011- May 2013)
Account Assistant and HR Executive
Company Profile: Marc Enterprises Pvt. Ltd. Deals in all kinds of Electronic Commodities.

Profile:

· Make Debit and Credit Notes in BUSY.
· Entering Purchase and Purchase return in BUSY.
· Entering Sales and Sales return in BUSY.
· Handle All the Queries of Branches Hyderabad, Chennai and Bangalore relating to reconciliation.
· Bank Reconciliation and ledger reconciliation in BUSY as well as in SAP.
· Incoming and outgoing payments in SAP.
· Purchase and sales order In SAP.
· Debit Note and Credit Note in SAP. 
· Internal Reconciliation in SAP.
· Bank Reconciliation in SAP.
· Making salary sheet.
· Maintaining Attendance Sheet of Employees.
· Maintaining Records of each and every employee with over time, leave, advance etc. deductions.
· Checking Marketing Travel Allowance bills.
· BUT International Insurance Broker Pvt. Ltd. (July 2013 till today)





Accountant 
Company Profile: BUT International Insurance Broker Pvt. Ltd. Deals in all kind of Insurance from Different Insurance Company.

Profile:

· Working in TALLY.
· Maintaining commission sheet.
· Maintaining Brokerage sheet Received from different Insurance Company.
· Bank Reconciliation.
· Service Tax Return.
· TDS Return.
Achievements
· Certificate of participation in “On the Spot Painting Competition“from ROHINI VIKAS PARISHAD. (1996)

· Certificate of participation in “On the Spot Painting Competition“from ROHINI VIKAS PARISHAD. (1996)

· Certificate of participation in “On the Spot Painting Competition“from JAN AADHAR MANCH. (1999)
· Certificate of appreciation in “All India Camel Colors Contest “from CAMEL COLOURS. (2000)

· Certificate of participation in “Anchor Design A Kit Contest” from ANCHOR. (2001)

· Certificate of participation in “All India Essay Writing Competition “from SHRI RAM CHANDRA MISSION. (2001)

· Certificate of participation in “All India Camel Colors Contest “from CAMEL COLOURS. (2002)
· Certificate of participation in annual seminar “OPINE” from JAGANNATH INSTITUTE OF MANAGEMENT & SCIENCES.(2008)
Educational Qualifications

· Secondary School Examination from C.B.S.E. (2004)

· Senior School Examination from C.B.S.E. (2006)

· GraduatE Degree in Bachelor of Bussiness Administration from Guru Jambheshwar of science & technology University of Hisar and Graduate Diploma in International Business from Jagannath Institute Of Management Sciences. (2006-2009) 

· Diploma in Information Technology from Lal Bahadur Shastri Training Institute. (2010-2011)

· Master of Business Administration (HR) from Maharshi Dayanand University, Rohtak (2011-2013)
Personal Particulars

Date of Birth: 3rd Oct 1988

Hobbies: Listening Songs, Playing Chess

Languages Known: English, Hindi, Bengali and Oriya
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