Resume
[image: image1.jpg]


Rachna J
At Present Dubai (Bur Dubai)

E-Mail: rachnaj.347212@2freemail.com
Type of Visa: Tourist Visa


Career OBJECTIVE 
To secure a position whereby I can apply and acquire knowledge and skill, working in a team environment, there by continuously growing and contributing to the main objective of the organization will being resourceful, innovative & flexible.
Academic Details
	Examination
	University / Board
	Year
	Percentage

	S.S.C
	G.S.E.B
	March-2006
	69%

	H.S.C
	G.S.E.B
	March-2008
	62%

	B.Com
	Gujarat University
	March -2011
	62%

	M.Com
	Gujarat University
	March -2013
	57%


Other Academic Details
· Other Packages :-Microsoft Office , Tally ERP-9
· Basic Knowledge Of Computer & Internet
Strengths & Ability
· Strong analytical and problem solving skills.
· Quick learner and work with Sincerity & Ability.
· Can work under strict deadline schedules with simultaneous attention.
· Maintain positive working relationships with customers and employees.
Experiences Details
· Manglam Information Technologies Pvt Ltd  Ahmedabad (India) have Worked as a :- Associate Executive From 3rd September 2013 to 8th October 2015
· Working under HDM(Healthcare  Data management ) Department .
· Maintaining patient’s medical records.

· Verification and review of process(QC).
· Order entry and order updates in MR-8.

· Creation of authorizations requesting data.

· Posting of records and other similar back office tasks for a records retrieval organization.

· Have to process patient records as per client’s requirements in pdf format files.

· After processing pdf format files have to upload on client’s server .

· Gaytri Build Service : - Have worked as an Junior  Accountant  (15th March 2016 to 30th November 2016)
Responsibility:
· Organized and able to deal with multiple workloads at the same time. 
·  Debtor, purchase ledger & Bank reconciliation. 

·  Raising accounts receivable invoices & preparing invoices for payment.

·  Accurately and promptly processing documentation.

·  Processing accounts payables invoices. 

·  Recording all cash activity on a daily basis. 

·  Preparing cash journals so that all items are recorded in the correPrepare Trust Receipt.

·  General office duties, answering phones, filing and distributing the post.
PERSONAL DOSSIER
· Date of Birth

: 10th Jan, 1991.
· Father’s Name

: Jashwant 


· Interests


: Cooking, Travelling, and listening music.
· Linguistic Abilities
: English, Hindi, Gujarati.
· Ge nder 


: Female
· Nationality

: Indian

· Marital  Status

: Single
Declaration
               
I hereby declare that all the above written particulars are true to the best of my Knowledge. And I hope for a positive response from your side.
    Place: Dubai

 





              Yours Sincerely                                                                   






                                               
   Rachna
