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CURRICULUM VITAE

OBJECTIVE:

Seeking a challenging job opportunity for the post of an Accountant cum Receptionist cum Secretary cum Computer Operator cum Cashier in your organization, that would give me scope to apply my knowledge and prove my ability in an organization to continuously update my knowledge and skill in time with the talent trends and be a part of team.

AREAS OF INTEREST:

· Computer operating Jobs

· Secretarial Jobs

· Accounting Jobs

WORK EXPERIENCE:

· Worked in JAYESH HARPAL & ASSOCIATES, Gujarat as a Data entry operator & Receptionist – 18 Months.
Responsibilities:

· Maintaining the account and petty cash.
· Preparing all Purchasing and Selling reports
· Attending all incoming as well as outgoing calls, Handling reception inward and outwards.

· Maintaining filing of faxes, prints and letters as per order.  

· Upgrading all details on computer as well.
· Working in M/s. KALANI BUSINESS CONSULTANCY, Dubai as a Trainee in Secretarial & Real Estate Field
Responsibilities:

· Taking Experience in Local Real Estate Market, Buying and Selling Properties

· Maintaining Properties List Manual as well as in Computer

· Keeping records of all Final Deals

· Maintaining Accounts of each Deal

· Attending all Incoming and outgoing calls

· Handling Reception inward and outward

· Filing all the necessary documents such as faxes, prints and letters

STRENGTHS:

· Hardworking & Result Oriented

· Able to function well under pressure created by work demands 

EDUCATIONAL QUALIFICATION:

· Degree in B.Com (Bachelor’ s of commerce) from Saurashtra University in 2007 with First Class
· Passed H.S.C. exam with distinction from G.H.S.E.B. 

· Passed S.S.C. exam with 75% from G.S.E.B.
ADDITIONAL QUALIFICATION:

· Tally Accounting (Version 9)

· MS-OFFICE, Internet

PERSONAL DETAILS:

· Date of Birth


:
31th March, 1987

· Nationality


:
Indian

· Gender



:
Female

· Marital Status


:
Unmarried

· Languages Known

:
English, Hindi & Gujarati

· Hobbies


:
Music, Reading, Surfing, Painting

