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Personal Data

  Date of Birth    : 11-12-1993
  Sex                   :  Male.

  Nationality       :  Indian. 

  Marital Status   : Single.

  Religion           : ISLAM.

  Visa Status       : Visiting Visa
  Visa Expired    : 15th march      
Availability        : immediate   

Languages Known

  English,  Hindi, 
Academic Details.

 2016:   Bachelor Management Studies (BMS) from Mumbai  university of
2013: Higher Secondary Education (Commerce) from sainath college vashi Mumbai 

	Name : SHAIKH 
Email: sheikh.339494@2freemail.com 
Career Objective

·  To provide myself in a challenging position of responsibility that would stimulate & establish me as an asset to my employer.
- To genuine interest to work and grow within the industry with a high level of drive.

· An appropriate post suitable for below mentioned qualifications that offers further advancement to my career growth and brings out the best of my knowledge and abilities.

Synopsis  
· Graduation in  Bachelor Management Studies  
· Monitoring preparation of statutory books of Accounts, Bank Reconciliation, etc.

· Formulating Purchase Invoices, Creditors Reconciliation and Sales Invoices, Debtors Reconciliation other reports to keep track of financial performance.

· Handling Receivables and Payables.

· Addressing the insurance activities including personal insurance & general insurance.

· Processing month end journals for Depreciation and Prepaid expenses.

work Experience 

 work part time as  junior accounted KP solutions which provides administrative service to small scale companies located in mumbai
· handling there taxes 
· preparing their sales accounts
· Giving financial advice to company
Responsibilities:

· Formulating invoices & Preparing purchase orders.

· Maintaining Purchases and Sales Transactions (Cash & Credit).

· Maintaining Passbook.

· Maintaining Receipts and Payments (Cash & Bank).
· Maintaining Day to day Petty Cash Transactions in Tally.

· Maintaining Receivables and Payables. (Dues & Outstanding balances)

· Bank Reconciliation Statement.

    S
  

	2011: Secondary School Leaving Certificate from   shri narayan Guru high school chembur mumbai.

	· Preparing DD’s, cheque & managing online transfers .

· Dealing with Bank employees to obtain optimum service.

· Preparing monthly payroll for company employee
Worked in EBAY as customer service executive for 6 months 
· Talking with customer and solving there problem

· Tracking details of customer product 

· Giving the information about the availability of the product 
Worked in Mahindra as customer service executive for 7 months
Taking feedback from customer about the product 
Helping customer to solve quire 

 Providing information to customer which they needed

Strengths & Abilities

· Adaptability 

· Hard working 

· Honest

· Flexibility

· Self motivated

· quick learner
Computer Skills

STARTING LEVEL

· Accounting Software:  Tally 

· MS WORD, MS EXCEL, MS POWERPOINT,
Declaration

I hereby declare that the above information are true and correct to the best of my knowledge and belief and I assure you of my best service.

                                                                   (Shaikh)


	
	



