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Husband’s Name: 

Mr. Nitin Raheja
Sex                 :  Female                        

Nationality     :  Indian

Marital Status:  Married

Languages 

Known            :  English, Hindi

                           Punjabi.
Hobbies         : Surfing, Cooking
                          Listening to                         

                          Music.                        .   


	Niha.336884@2freemail.com
 Objective                                                                                                              

 A Management Graduate & SAP FICO professional seeking assignments in Finance / SAP FICO/ Financial Services/Insurance Operations & Customer service 
Academic Qualification 

· SAP (FICO) from SKY INFOTECH, Noida - 2012

· MBA in Finance from M.D University – 2011  
· Bachelor of Commerce from M.D University - 2008
· Certified Course in Computer Application from JLJ – 2007
· Intermediate (Class 12th) – 2005
· High School (Class 10th) – 2003                 

Experience
                      

Tenure
: 24th Mar 2013 – 17th jun 2013
VFS Global, Abu Dhabi.
Submission Officer.
Tenure
: 1st Sep 2009 – 30th Jul 2012
UAC Consultants , Faridabad
An Accounts Assistant.
Key Responsibilities

· Managing existing Applicants and resolving their queries or problems 

· Business development for the company throughout bound calling

· Managing Client records, office correspondence and other secretarial work

· Administrative responsibilities including coordination with HR. 

· Coordinating with consultants, short listing resumes & maintaining recruitment database.
· Maintenance of employee and other HR records, Cash management.

Technical Skills 
ERP                                                        :SAP (FICO Module)
Version                                                   : SAP R/34.7C,ECC 6.0

Package                                                   : MS-OFFICE (Word Excel, Power Point)
                                                                MS Outlook 
Operating Systems                                  : WINDOWS 2007

Competencies:

      Strengths:-

1. Fast learner, Adapt well to changes  in workplace.

2. Work effectively with diverse groups of people.

3. Ambitious, hardworking and committed to excellence.

4. Dedication…and willingness to walk the extra mile to achieve excellence.

5. Excellent computer skills.
Declaration:


I hereby declare that the above mentioned information is correct up to my knowledge and I bear the responsibility for the correctness of the above mentioned particulars.

Date:                         

Signature                                             Neha 


s

