Shebha

Shebha.359111@2freemail.com 
Career Objective

-To work as an ophthalmic assistant in accounts, with professionals to provide my best and helps in profitable growth of organization.

Technical skills

-Excel spreadsheets.

-SAP.

-Lotus

-Ami Pro

Personality Traits

-Positive attitude

-Conceptual Ability

-Result Oriented

-Good analytic skills

Key Responsibilities

-Skilled to prepare P&L Accounts and Balance sheet reconciliations.

-Dealing with statutory returns.

-Maintains various operating transaction i.e. Revenue and expenditure Auditing, Financial forecasting.

-Helps in preparing sales / purchase ledger duties, cash books and payroll.

-Preparation of accounts payables and receivables.

-Preparation of sale invoices and journal vouchers and depreciation voucher.

Training

-Completed 2 months training in LLLLL, Faridabad on Tax filling and returns

-Completed 2 months training in JJJJJJ, Gurgaon on federal & state estimated tax payments

Achievements

-Won Debate competition in Inter College Fest

-Won slogan writing competition in Inter College Fest

Employer

-Currently working with Geeta Steels, Faridabad as an assistant manager from January 20** to till date.

Professional Qualification

-Passed MBA with finance from ABC University and secured 71%.

-Completed B.Com from ABC University.

Academic Qualification

-Successfully completed Secondary Examination, XYZ Board, securing 81%.

-Successfully completed Sr. Secondary Examination, XYZ Board, securing 65%.

Personal Details

Date of Birth-15th Aug, 19XX

Address-XASD

Language Known-English, Hindi, Odiya

