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CURRICULUM VITAE

PRITI

priti.364856@2freemail.com 
CAREER OBJECTIVE
To pursue in an Environment that Encourages Continuous Learning and Creativity providing exposure to New Ideas that stimulate Professional and Personal Growth.
EDUCATION QUALIFICATION
· B.Com
     (SSR, Silvassa)

· Father Agnelo English High School,Silvassa, India   

12th Standard, (12th Std. equivalent to “AS” Levels in the UK)

· Father Agnelo English High School,Silvassa, India   

10th Standard, (10th Std. equivalent to GCSE in the UK)

TECHNICAL  SKILLS
· Operating Systems         : Windows –98, 2000, XP.

· Software Known            :  C, C++, V.B., Oracle, Java, ASP.

· Basic                              :  Ms. Word, Ms. Excel, Ms. Power Point
WORK EXPERIENCE
· Working  with   Royal   Printing Press LLC Sharjah, UAE as Credit Controller since April’2015 - till date
JOB  PROFILE
· Maintain up-to-date billing system

· Generate and send out invoices

· Follow up on, collect and allocate payments

· Carry out billing, collection and reporting activities according to specific deadlines
· Perform account reconciliations
· Monitor customer account details for non-payments, delayed payments and other irregularities
· Research and resolve payment discrepancies
· Generate age analysis
· Review AR aging to ensure compliance
· Maintain accounts receivable customer files and records
· Follow established procedures for processing receipts, cash etc
· Process credit card payments
· Prepare bank deposits
· Investigate and resolve customer queries
· Process adjustments
· Develop a recovery system and initiate collection efforts
· Communicate with customers via phone, email, mail or personally
· Assist with month-end closing
· Collect data and prepare monthly metrics

· Worked   With   Royal   Printing Press Sharjah, UAE as Credit Controller since September 2012- till March 2014
JOB  PROFILE
· Maintain up-to-date billing system

· Generate and send out invoices

· Follow up on, collect and allocate payments

· Carry out billing, collection and reporting activities according to specific deadlines
· Perform account reconciliations

· Monitor customer account details for non-payments, delayed payments and other irregularities
· Research and resolve payment discrepancies
· Generate age analysis
· Review AR aging to ensure compliance
· Maintain accounts receivable customer files and records
· Follow established procedures for processing receipts, cash etc
· Process credit card payments
· Prepare bank deposits
· Investigate and resolve customer queries
· Process adjustments
· Develop a recovery system and initiate collection efforts
· Communicate with customers via phone, email, mail or personally
· Assist with month-end closing
· Collect data and prepare monthly metrics
· Worked with Sterlite Technologies Ltd, Silvassa as Front Office cum Admin Executive since January’2010 till March 2012
JOB  PROFILE
· To greet and properly direct all visitors, including vendors, clients, job candidates & customers.
· Travel & Hotel arrangement for Guest / Staff Employee

·  To maintain and ensure completion of paperwork, sign-in documents and security procedures.

·  To handle special administrative projects, if there is any provision.

· To answer calls and directing the calls to the relevant department/division

· Provide administrative support to management and other staff.
· Sort incoming mail, faxes, and deliveries for distribution 
· Organizing events for employees & workers like knowledge sharing session, Monthly Birthday celebrations, Trainings.
· Worked with  Priya Placement Services, Silvassa as Placement Executive   from August 2007 till December 2009

JOB  PROFILE
· Short listing of appropriate candidate and arrange interview for them.

· Sourcing candidate through existing database / job portals / references.

· Initial screening of candidates through phone/face to face interviews, lining them up for interviews.

· Interview co-ordination; follow up on interview from client and candidates.

· Maintaining the good relationship with different institutions and management.

· Managing the different activities to create good brand awareness and business to the company.
SKILLS / STRENGTHS
Good Communication Skills, Passionate about Learning New Technologies, Honest and Hardworking

INTERESTS/ ACTIVITIES
Listening Music, Reading
PERSONAL DETAILS
Date of Birth
             : 30/10/1986
Gender                         : Female
Place of Birth               : Silvassa, INDIA
Marital Status

 : Married
Husband Name            : Bhavesh 
Nationality                   : Indian
Visa status                    :Husbands visa 

Languages Known
 : English, Hindi & Gujarati

DECLARATION
I hereby declare that the above-mentioned information are True and Correct to the best of my knowledge and belief. 

Place   :  

Date   : 






       (Priti)
