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CAREER OBJECTIVE

Seeking a career to utilize my knowledge, personal skills to gain comprehensive understanding of a reputed organization so as to take responsibility and contribute significantly. Interested in challenging career with zeal in developing finance related solutions and serve the organization for growth.

EDUCATIONAL QUALIFICATION

B.B.A (International Business)

Institute: Al Tareeka Management, Ras Al Khaimah.

University: SBS Swiss Business School.

Year: 2014-2017

Class XII

Institute:  Milton Public School, Agra.

University: C.B.S.E

Year: 2013 - 2014

Class X

Institute: Simpkins School, Agra.

University: C.B.S.E

Year: 2010-2011



WORK EXPERIENCE

· Currently working as an „Sales Executive cum HR Assistant, Dubai, U.A.E
· Worked as an „Promoter in Lulu, Ajman, U.A.E
· Worked as an Promoter in Nesto, Sharjah, U.A.E
· Worked as “Accountant” in Cast Link Fzc,Hamriya Free zone, Sharjah,U.A.E
· Worked as an Trainee in Champions Energy INC
· Worked as “Administration officer” in Ocean Wide Marine, Sharjah, U.A.E
DUTIES

· Schedules examinations by coordinating appointments.
· Welcomes new employees to the organization by conducting orientation.
· Provides payroll information by collecting time and attendance records.
· Submits employee data reports by assembling, preparing, and analyzing data.
· Sells products by establishing contact and developing relationships with prospects; recommending solutions.
· Working with spreadsheets, sales and purchase ledgers and journals.

· Calculating and checking to make sure payments, amounts and records are correct.
· Sorting out incoming and outgoing daily post and answering any queries.
· Managing petty cash transactions.
· Controlling credit and chasing debt.
· To identify and manage Business and Accounting opportunities.
· Inspect accounting books and system to keep up to date.
· Organize and maintain financial records.
· Develop and maintain good relation with customer.
· To review own performance and aim at exceeding targets.
PROFESSIONAL SKILL

· Excellent communication and presentation skill.
· The ability and desire for Accounting, Sales and Promotion jobs with a confident and determined approach
· Highly self-motivated and ambitious in achieving goals.
· Capable of thriving in the competitive market.
· Possess the skill to work in team and also perform independently.


TECHNICAL QUALIFICATIONS


Operating system
:  95, 98, 2000, XP, Vista

· Application software  :  MS-office,
AWARDS AND ACHIEVEMENTS

· Participated in inter-school Dance competition.
· Participated in various sports events in college.
· Participated in cultural activities in college.
DECLARATION

I hereby declare that the above furnished details are true to the best of my knowledge and shall carryout the assignment with sincerity of purpose and dedication.


