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CURRICULUM VITAE


SHERLEY
SHERLEY.349909@2freemail.com  

CAREER OBJECTIVE:     

To secure a position whereby hard work, dedication and the ability to acquire new skills will advantage any company I work for.  

ACADEMIC QUALIFICATIONS:- 
	COURSES
	INSTITUTE
	BOARD\UNIVERSITY
	YEAR OF PASSING 

	BACHELOR OF COMMERCE IN BANKING & INSURANCE 
	ST.JOSEPH COLLEGE OF ARTS & COMMERCE
	MUMBAI UNIVERSITY
	2010-2011

	HSC


	R.B.H COLLEGE OF ARTS & COMMERCE
	MUMBAI BOARD
	2007-2008

	SSC


	ST.FRANCIS.DE SALES HIGH SCHOOL
	MUMBAI BOARD
	2005-2006


PERSONAL STRENGTH:
      
1) To present every work assigned with perfection.
2) Excellent written and verbal communication skills.
3) Management & Leadership ability.
4) Highly trustworthy & ethical.

5) Positive and patient.
COMPUTER SKILL:

Excellent computer literacy with a sound knowledge of MS Office Applications.
WORK EXPERIENCES: 
1. CA  Firm: M/s. R.S. Prabhu & Associates

Position: Accountant

Experience: 2 Years i.e. from 11th May 2009 to 30th May 2011

Job Profile: 

· To do Accounting entries and Auditing.

· Scrutiny and Finalisation of Accounts.

· To prepare the Audit Report.

2. Firm: M/s. Rajendrakumar A. Shah (Gems & Jewellery Industry)
Position: Accounts Executive

Experience: Since 1st June 2011
Job Profile: 
· Office Administration, Maintaining Stock Lists, Submitting Quarterly Stock statements to the Association Council of Gems & Jewellery.
· Book Keeping, to release payments thru Cheque’s, Reconciliations & Scrutiny of its three Companies namely M/s. Rajendrakumar A.Shah (Partnership Firm), Rajendrakumar A.Shah (HUF) & M/s. Rainbow Gems Pvt. Ltd (Private Company). 
· Assisting to senior in Finalization of Accounts and liaison with the Auditors in Audits.

· Regular payments of taxes through online mode of payment.

· Preparing & Issuing of Salary payments & Maintaining Attendance Register.

· Submitting details to CA for filing the Quarterly Returns.
· Export & Import Documentations. To co-ordinate with the Customs Clearing Agents for online payment of Duties. Also to follow-up with the Logistics Companies for Safe & timely delivery of the Parcels.
· Customary contacts with the bank for International payments, Remittances & related documentations. 
· Preparing Travel Reports of Partners/Directors.
· To handle the Procedures, Documentation, Planning Process of the Jewellery Shows in which the company participates yearly around the globe. 
DECLARATION
I hereby declare that all the information furnished above is true and correct to the best of my knowledge.
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