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Divya  
         
              
Senior Accountant/Admin Assistant                                 
E-mail Id- divya.354863@2freemail.com
   CAREER OBJECTIVE                                                            

 
To associate with an organization which progresses dynamically and gives me a chance to

Update my knowledge and enhance my skills, in the state of art technologies and be a part
of the team that excels in work to words, growth of  the organization and my satisfaction there 

of.
   Professional Work Experience                                                       
Senior Accountant/ Admin Assistant
Organization –The Professional Couriers Pvt.Ltd.
Sept  2010 to Till Date
· Bank Reconciliation
· Handling Petty Cash
· Filling of TDS Returns
· Looking after Routine Accounts
· Assist with month-end financial reports
· Post journal entries
· Help with accounts receivable, payable and bank statement reconciliation
· Assist with audits
· Balance sheet reconciliation
· Support the payment processing team
· Data entry
· Credit check
Accounts Executive
Organization- Jyothi Marketing Pvt.Ltd.
March 2009 to Feb 2010

· Handling Day to Day Sales Accounting

· Making Entries in Tally

· Raising Invoices

· Reconciling Clients Ledger

    EDUCATIONAL CREDENTIAL                                                          
	QUALIFICATION
	      University/Board
	Institute 
	Class

	T.Y.Bcom
	Mumbai University
	Rajiv Gandhi college
	2nd Class Honors


IT PPROFICIENCY                                                      


Completed Computer course, Tally ERP 9, MS Office- MS Excel, Power Point, MS Word

   PERSONAL DOSSIER                                                    


· Date of Birth:                13th March  1989
· Marital Status:               Single.
· Gender:                            Female
· Languages Known:    English, Hindi, Marathi & Malayalam
I hereby declare that all the information provided by me in this application is factual and correct to the best of my knowledge and belief.
Divya
