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OBJECTIVE

To be in an organization which   stimulates growth, provides competitive environment   and rewards   performance.

EXPERIENCE SUMMARY

(A) Worked in BAASSFX PVT. LTD. from Margao, Goa-INDIA as Account Assistant, Computer operator cum Receptionist & Import Trade Executive.
(B) Currently working in Fleet Holding Corporation FZC which is based in SAIFZONE as a Aerospace Buyer.

WORK EXPERIENCE
(A) Experienced Aerospace buyer  at Fleet Holding Corporation FZC.
Duration: 10th Nov 2014 to At present
· Experienced in part sourcing

· Responsible for Co-ordination from Purchase Order to Dispatching of Material.

· Maintained Accounts Payable, Accounts Receivable and Payroll.

· Maintaining of Stock in hand

(B) Experienced Account Assistant & import trade executive at BAASSFX PVT.LTD. at Margao, Goa, India.
Duration: 05th Aug 2012 to 10th April 2014
Roles / Contribution: 

· Worked as an Account Assistant, 
· Experienced in handling Computerized Accounting, 
· Additional responsibilities include assisting in tasks assigned by department superiors. 
· Responsible for handling day to day Purchases, Sales, Banking, vouchers entry etc

· Prepared L.C, Performance Bond & Advance Guarantee Bond.

· Involved in reconciliation of  bank statement
· Checked LPO - purchasing raw material for as per the Material List & requirement.

· Followed-up Payments Receivables.
· Handled Petty Cash Book & Cash in hand.
· Responsible for collection of service charges from clients.
· Performed bank deposits to appropriate banks.
· Prepared cheques and getting signatures.
· Coordinated with other departments.
· Responsible for Co-ordination from Purchase Order to Dispatching of Material.
· Responsible for preparation of document for Import Clearance.

· Maintained Accounts Payable, Accounts Receivable and Payroll.
ACADEMIC PROFILE

	Qualification
	College/School
	Year

	BACHELOR OF COMMERCE with specialization in Cost Accounting
	Goa University
	April 2012

	Diploma In Computer Application
	InfoTech
	June 2012

	Higher Secondary School
	Goa Board
	March 2009

	Secondary School
	Goa Board
	March 2007


Diploma in DCA through InfoTech with following topics:

· Basics of IT

· Microsoft Windows Operating System

· Microsoft Office 2007 (Word, Excel, PowerPoint, Access)

· Tally.ERP 9

· Internet

· Social Networking

STRENGTHS

· Possess an adoptive   nature   that makes it easy   to adjust   into   environment.

· Quick at taking up responsibilities.
· Committed to providing excellent quality service.

· Learns quickly, and able to work under pressure.
· Provide excellent service and develop rapport with customers.
· Results-oriented, self-starter with experience 

· Excellent analytical and communication skills
PERSONAL DETAILS
Nationality


: INDIAN

Date of Birth


: 2nd July 1992

Marital Status


: Married

Languages Known

: English, Hindi & Konkani

References will be available on request

I affirm that the above mentioned information is true to the best of my knowledge.

(Sania)
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