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Jessica
Jessica.310427@2freemail.com  
Objective: To be an integral part of the team and undertake challenging responsibilities which would contribute to the growth of the organisation and self.                                             
Professional Summary:
· Have experience of almost a year.
· Have recently worked as a Management Trainee for a Manufacturing Company.
· Have also worked as an Assistant Manager for Kotak Mahindra Bank Ltd.
Experience Details:
· Electro Tech ( 4/2016 - 10/2016 )
· Management Trainee
· Payments to the suppliers and receivables from the customers such as Siemens Ltd. and Crompton Greaves. 

· Passing payment and receipt entries.
· Passing purchase invoices and preparing sales invoices.

· Maintaining cash book and handling cash. 
· Payment of Statutory duties i.e. Excise Duty, Service Tax, Value Added Tax, Filing of Returns and Issuing C-Forms.
· Following up with the Suppliers for material in India.
· Related job of Human Resource such as attendance of the employees, monthly payments to the employees, filling details for Employees Provident Fund and Employees State Insurance Corporation. 
· Kotak Mahindra Bank Ltd. ( 8/2015 - 11/2015 )
· Assistant Acquisition Manager
· Acquiring right customers for the right bank account such as business customers for current account and other individuals for savings account.
Education Details:
	Institution
	Year of passing
	Stream
	Percentage

	Dnyanprassarak Mandal’s College- Goa University
	2012- 2015
	Commerce
	52%

	St. Thomas Higher Secondary School – Goa Board
	2010- 2012
	Commerce
	50%

	Mae De Deus High School – Goa Board
	2009-2010
	--------------------------
	60%


Additional Qualification: 
Diploma in Computer Applications.
Skills:
• Written Skills
• Spoken skills
• Interpersonal skills
Declaration:
I hereby declare that the information given above is true to the best of my knowledge and I look forward towards your positive response.
Yours sincerely,
Thank you.                                                                                                                Jessica Margaret Gomes
Date:    01/10/2016        
Note: If selected will be on visit in the month of November from 5th until the end of the month.                                                                                                                                                
