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	Education Qualification
	1997-1998
Aronda High School, Sawanthwadi, Maharashtra
S.S.C (10th) Passed


	Additional Qualification
	1998-1999
Don Bosco Udyogshala, Kudal, Maharashtra
Industrial Training Institute (I.T.I.) in (Gas & Electric) completed 

1999-2000
National Apprenticeship, Vengurla, Maharashtra
Completed 1yr Apprenticeship (By Government of Maharashtra Board)
2013 (6months)     Davars College of Commerce 
A Certified Course in Computers 
Ms. Office & Tally 

Courses Covered:

Ms. Word, Excel, Access, 

Power Point, Windows Explorer


	Professional Experience
	November 24th 2000 – December 30th 2002
USHA ISPAT LTD (Pig Iron Plant) Vengurla, Maharashtra

· Worked as an Welder
January 5th 2002 – October 19th 2004
HAIL MARY ENTERPRISES Thane, Mumbai
· Worked as an Welder for OTIS Authorized Agency
December 1st 2004 – February 28th 2005

GLOBAL INTERNATINAL CALL CENTRE Kandivali, Mumbai

· Worked as a Chauffeur.
March 12th 2005 – October 15th 2005

DHOLAKIA GROUP Marine Lines Mumbai

· Worked as a Chauffeur.
October 20th 2005 – February 1st 2006

SHOPPER STOP Malad, Mumbai
· Worked as a Chauffeur.
February 3rd 2006 – August 31st 2006 

AMRUTSAR SWADESHI TEXTILE PVT. LTD Marine Lines, Mumbai

· Worked as a Chauffeur.
September 01st 2006  - 10th April 2008
 Illies Engineering India Pvt Ltd.
Chauffeur
· Worked as Personal Chauffeur to the Director of the company for the period of 2yrs (2006-2008).  Later as in when required.
April 11st 2008 – 30th April 2014 

Illies Engineering India Pvt Ltd.

Office Assistant 

1. Payments.

· Preparing payment cheques.

· Preparing NEFT Every Month. 
· Preparing all spare parts payments and Documentations for Bank.
· Making payment for all exhibition related process including shipping payment.
2. Banking

· Employees Advance transfer.

· Preparing and Arranging Documentation & NEFT payment Forex for all employees.

· Preparing Vouchers and maintain the same in Excel sheet.

· Preparing and checking vouchers for Sales staff.  (Hotel, Lodging, Travel conveyance, Telephone charges, Business promotion couriers Data card etc...)

· All Bank related works like Demand Draft, Bank statements, Cheque requisition, cash withdrawal, submitting required documentation and coordination with the bank staffs for different process. 
· All NEFT Faxing in coordination with Bank staffs.

3. Filling/ Accounts

· Generating and filling online Form 15 CA.

· Filling All Vouchers.
· Working on From 16A.

· Coordinating with the PF Consultant for the entire requirement. (New Jonnies PF procedure, Ex-employee settlement PF procedure etc.)
4. Assisting Accounts Manager with in preparing Salary and Salary Slips.

· Preparing cheque payment for Profession tax and E.P.F.

· Working on Salary every quarterly for Audit purpose.

· Working on Gratuity.

· Maintaining Leave records.

5. Audit

· Arranging and completing all documents required by Auditors.

6. Training 
· Teaching all new jonnies, how to prepare vouchers and basic details.
7. Internal Admin Work 
· To regularly check the Printers, Fax machines for cartridges and for loading of papers.

· Arranging of Stationery for all branch employees.
· Taking care for repairs of Computers, Laptops, Telephones, Wi-Fi connections (Internet Lease Line MTNL) by arranging service persons.

· Arranging time to time servicing of Air Conditioners and calling repair persons for Plumbing and Electricians when required.

· Handling Housekeeping service Staffs.

· Handling of Complete Office Maintenance work.

· Responsible for Office Keys in hand.

	Languages
	To Speak: English, Hindi, Marathi & Konkani.
To Read and write: English, Hindi & Marathi.

	Extracurricular   activities
	An active participant in all the school Extra Curricular Activities like; 

Cricket, Football, Volley Ball, Swimming (Represented school for City level Tournament in Swimming)

	Features
	· A positive attitude to all sorts of situations.
· Easily adapt to any sort of environment and very flexible to positive and productive ideas.
· Very result oriented and judiciously methodical.
· Experienced working in highly hectic, multitasking situations and adhere to deadlines.

	Interests and activities
	
 Internet Browsing, Listening to music.



	Personal Information
	Date of Birth: 
27th June 1981

Marital Status: 
Married

Nationality: 

Indian (Catholic) 

Date of Issue: 
16/07/2014
Date of Expiry: 
15/07/2024
Place of issue: 
Mumbai

	Objective
	To strive, learn and excel in all the endeavors taken up and to do so with hard work, smart work, sincerity and integrity.


Declaration: I hereby declare that my Above Detail is true to best of my knowledge and belief.










Yours Faithfully,

