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                                            CURRICULUM  VITAE                                                                           

Name: Rajani
Rajani.350782@2freemail.com                                                                                              


To secure a challenging position in Accounts as Assistance or more, where extensive experience will be further developed & utilized.


1. Osmosis Autopump India Pvt. Ltd.(Mumbai)
Currently working from (15th January 17) as Accounts Assistant


· Preparing Cheques & Filling  of Counterslip.
· Bank Reconciliation  Statement (BRS)
· Passbook updation  in Tally Erp.9
· Passing Payment & Receipt Entries

· MIS posting of Bank and Cash flow in Excel
2. Paras Mahavir Co-op. Credit System Ltd. (Mumbai) 
            Worked for a period of 5 months (June-16 to October-16) as Cashier & Daily Department.

· Cashier- Handling & Tallying of cash, Receiving & Payment of cash to customers.

· Passing Receipt & Payment entries in Peocit software.

· Daily department-Verifying signature &, preparing and totaling of passbook.

· Opening new account/ closing & re-opening account in Megasoft software.

3. Hello Baby Pvt. Ltd. (Mumbai)
      Worked for a period of1 yr &10 months(July-2014 to May-2016) as an Office Assistant.
 
· Prepare sales/ Stock Transfer invoices in Tally.
· Restoring the backups of each States(Depot) in the Tally 
· Preparing Cheques & letters regarding bank
· Debtors  recovery-follow ups through mail & phone.
· Handling Export/Import all Documentation Papers, shipping, agents and banks.
· Handling outgoing and incoming E-mails, faxes and calls.

· Help & assist senior accountant.
4. St. Paul High School (Mumbai)
      Worked for a period of 1yr & 6 months(Oct-2011 to April-2013) in Fees Department.

	Year of

Passing
	University / Boards

Exam Passed
	School / College
	Remarks

	2015-16
	Mumbai University (M.Com-II)
	Vivek College Of Commerce
	II CLASS

	2014-15
	Mumbai University  ( M.Com-I )
	Vivek College Of Commerce
	II CLASS

	2013-14
	        Mumbai University (B.com – I.T)
	Vivek College Of Commerce
	II CLASS

	2010-11
	Mumbai University (H.S.C)
	Vivek College Of Commerce
	II CLASS

	2008-09
	Mumbai University (S.S.C)
	Carmel Of St. Joseph School
	I CLASS



· Reading

· Cooking

· Listening to music

· MS-CIT( Basics- MS word, MS excel,& MS Powerpoint)                    
· Tally ERP.9

· Typing Speed – 30w.p.m (English) & cleared on Nov-12

· Internet  & E-mailing

· Good writing and verbal communication skills. 

· Analyze, compare, interpret and predict facts and figures adeptly. 

· Strong analytical and problem solving skills.

· Ability to deal with people diplomatically.
· Willingness to learn.


· Gender:                                    Female

· Languages Known:                  English, Hindi, Marathi, Malayalam & Konkani.

· Religion:                                  Roman Catholic

· Nationality:                              Indian

· Marital status:                          Single




I hereby declare that the information furnished above is true to the best of my belief & knowledge.
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