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Curriculum Vitae
Priyanka 
Email:  Priyanka.373936@2freemail.com 
Career Objective:
To serve the organization with the best of my skills and expertise that I have developed working over the years, In addition I want to touch the new heights of professional excellence for the constant growth of the company and myself.

Academic Qualification: 

Diploma in Personal Secretaryship from DAWARS College of Commerce, Mumbai
B.Com from Bombay University in the year March 2004 
Computer Skills:

· Ms-Office, Excel, Powerpoint, Outlook.
· Computer typing speed 50 words per minute.
Other Qualification/Training:

· Basic knowledge of Pitman shorthand.
Work Experience:
1) Emirates Airline (Oct-11 to June-12)
Dubai, UAE

Position Held: Accounts Assistant (Revenue Accounts Department)

· Timely and accurate processing and accounting of Travel related revenue documents.
· Record and log in all reporting errors and discrepancies identified during processing.
· Escalate unresolved cases to the Finance Supervisor for the further perusal and corrective action.
· Ensure that opportunities for process improvements are highlighted to the Finance Officer.
· Filing, storage and retrieval of various types of financial or revenue documents.
· Other administrative activity.
      2) Convrgnt Value Engineering LLC (Nov-10 to Aug-11)
           Dubai, UAE

           Position Held: Front Office Executive

· Screen incoming calls and telephone calls, action responses, re-direct correspondence and collate to the appropriate person obtaining additional information where necessary.
· Forwarding outgoing calls of the staff as per the guidelines from the management.

· Maintain accurate control of the documents received (invoices, couriers, postal and internal mails) and re-directing to the recipient.

· Maintaining attendance records/time sheet and highlighting the defaults to the HR manager on daily basis.

· Make necessary arrangements for interviews and meetings.

· Attending the vendor queries and convey necessary information to the concerned department for faster resolution.

· Communicate effectively with senior executives and external contacts regarding activities of the organization.

· Perform other clerical tasks as assigned.
3) METMIN FINANCE & HOLDING PVT LTD (Jul’07 to Nov’09)
    Mumbai – India,

    Position Held: Secretary cum Administrative Assistant
· Hotel & Travel Bookings.

· Verification and bills payment (Telephone & Electricity )

· Procurement of necessary grocery & other material required for the office pantry.

· Obtain competitive quotes for supply of stationary & domestic/International couriers at competitive rates etc.

· Maintain petty cash accounts by verifying authenticity of claims ensuring figures are accurately recorded. Control and handle cash transactions to bring accounts to balance.

· Co-ordination related to office maintenance (electric, housekeeping , furniture etc)

· Check the invoices against the delivery notes.

· Filing of important document for easy reference in future.
· Perform all other ad-hoc administrative duties.

4)  ROYAL WESTERN INDIA TURF CLUB LTD (Apr’06 to Jun’07)
      Mumbai – India,

      Position Held: Receptionist
· Maintaining attendance records and overtime claims, verify such claims where necessary.
· Communicate effectively with senior executives and external contacts regarding activities of the organization.
· Screen incoming calls and outgoing telephone calls, action responses, re-direct correspondence and collate to the appropriate person obtaining additional information where necessary.
· Maintain filing system, order office supplies and record office expense.
· Handle members queries and providing them correct information regarding club.
· Co-ordination with other departments for various operational matters.

· Processing and maintaining department records.

· Perform other clerical tasks as assigned.

5)  BASSEIN CATHOLIC CO-OP BANK LTD (Jan’05 to Mar’05)
      Mumbai –India, 

      Position Held: Clerk/ Assistant Cashier         
· Updated customer related Accounting entries.
· Processed customer data’s including detail data entry, voucher entry.
· Responsibilities include preparations and analysis for customer loan details. 
· Worked on MS Excel - Keeping track on customers Loan details.
· Serving the customers through ‘information’ desk.
· Answering the telephone calls regarding general enquiries, loan processing. 
Specialization and Strengths:

· Ability to work independently and shoulder responsibilities
· Ability to grasp new concepts quickly and work under pressure
· Act as driving force in completion of target based assignments 

· Excellent command over English, Marathi & Hindi, both written and spoken
Personal Details:
Date of Birth
:
23rd Oct, 1984
Religion
: 
Christian

Marital Status
:
Married
Visa Status
:
Husband sponsored visa
Languages Known
:
English, Hindi & Marathi

Hobbies
:
Listening Music & Reading.



