
Seema 
	Profile

	
	To be totally involved with a team that offers comprehensive solutions and achieves extraordinary results. Mutually beneficial long-term relationships with the company wherein I can share ideas, interact, discover and tap opportunities. Given the opportunity to work in my field of choice, I have the attitude, confidence and commitment to work and drive to excel.

	Key Skills

	
	· Accounting
· Accounting standards
· Accounting techniques
· Strong Communications Skills
	· Calculations
· Cash flow management
· Cost analysis
· Estimation
	· Economize
· Financial analysis
· Financial management

· Math skills

	Experience

	
	---M.P.(INDIA)
	ACCOUNTING ASSISTANT (SEPT  13 – MAR16)

	
	Responsibilities:
· Managed vendor accounts, generating weekly on demand cheques
· Managed financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable.

· Created budgets and forecasts for the management group
· Providing advice on investments.

· Prepared company accounts and tax returns for audit.
· Ensured compliance with accounting deadlines.

Professional Experience:
· Managed accounts payable, accounts receivable, and payroll departments.

· Generated budgets and forecasts on a quarterly basis and presented to the management team.

· Reported on variances in quarterly costing reports.

· Prepared annual company accounts and reports.

· Monitored and recorded company expenses.


	
	Maharaja Bhoj Government Post Graduate College—Dhar, India
	Assistant Librarian (Sept 07 – July -13)

	
	Responsibilities:
· Maintained the library of Near about 100,000 books with automated system

· High customer satisfaction feedback received by providing valuable suggestions.
Professional Experience:
· Prepare database of academic books availability and usage as per standards and number of students each year.
· Develop a systematic approach for database maintenance, preserving and shelving books.
· Advise the library users for better reference materials.
· Monitor other co-workers and guide them in executing routine duties.


	Education

	
	Master of Philosophy ( Mphil.) – Library & Information Science, Vikram University, Ujjain, India 2009.

	
	Master of Library and Information Science – Barkatullah University, India 2007.

	
	Bachelor of Library and Information Science – IGNOU, India 2005.

	
	Master of Commerce – Devi Ahilya Vishvavidhyalay,Indore, India 2002.


	
	Bachelor of Commerce – Devi Ahilya Vishvavidhyalay,Indore, India 2000.


	Personal Information

	
	· Date of Birth                    :    JULY 28th , 1980
· Nationality

 :    Indian

· Marital Status
              :    Married 
· Visa Status                     :    Visit  Visa 
· Languages Spoken        :    English and Hindi.
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