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REKHA
REKHA.349434@2freemail.com 
OBJECTIVE:
Seeking a suitable position in Accounts / Administration where I can utilize my professional skills and my capabilities, where there will be potential for career advancement and mutual growth prospects.
PROFILE SNAPSHOT
More than 7+ years of experience and proven skills in Finance and Accounts & Material Management, Strong organizational skills, detail oriented and problem solving skills, with ability to work collaboratively with numerous internal functional areas at all levels and ability to work in a fast paced multi-tasking environment. With knowledge of latest accounting Software Tally ERP 9.
EMPLOYMENT   HISTORY    
· Account Assistant & Admin at R.K Associate & Holding( September-2005 to August 2010 

JOB PROFILE 
· Manages all accounts related to purchase, 

· Prepare day to day bank transactions & day to day cash transactions reports.

· Responsible for daily funds position, receivables position & reporting to Finance Manager

· Control petty cash; prepare render accounts of individuals & departments.

· Manage the Invoice generation Operation & Credit Control.
· Collecting and arranging all types of vouchers related cash, Bank, Sales & Purchase etc.
· Manages all the admin work like: Stationary, Courier, and all day to day activity.

· Managing the office at certain point 

· Assisting with reconciliation for the company
· Matching of invoices, Accounts Receivable functions
· Administration Manager at Tripada Bio-Tech Pvt Ltd. (November-2010 to June-2016)
JOB PROFILE 
· Regular visit to pharmacist for company branding 
· Deliver the medicines to concern Pharmacist after the order 
· Inventory  management of the medicines for the company and stock planning 
· Preparing DSR Report on daily basis
· Leading a Team of 4 People 
· Regular follow up with client and make sure availability of medicines 
· Handling day to day Activity. 
· MIS Reporting 
· Works as Bridge with HO and Branch.
· Handling the managerial work for the office. 
EDUCATIONAL BACKGROUND.

· B.COM (Bachelor in Commerce) from Gujarat University ,Ahmedabad 
TECHNICAL SKILLS.

· Microsoft Office 2013 (Word, Excel, PowerPoint, Access, Outlook) 

· ERP , Accounting software Tally ERP  9 ,Busy (3.4)
PERSONAL DETAILS

Marital Status

:
Married


Languages Known    
:
English, Hindi and Gujarati

Nationality

:
Indian
DECLARATION
I  Hereby Declare that all the information is given above is true and correct to best of my knowledge 
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