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Career Objective

· To find a challenging role, which compliments and expands my competencies, skills, education & experience.

· To achieve a high standard of excellence in the services rendered.

Profile

· Dedicated, sincere and highly motivated individual.

· Effective Leadership which shall enhance team co-operation.

· An effective communicator with outstanding interpersonal skills.

· Creative & Innovative

· Disciplined & fast learner

Work Experience

Organisation:- Majorda Beach Resort

Designation:     HR Assistant

Tenure:             1st January 2015 to 31st August 2015.

Job Profile

· Marking and maintaining of attendance Register as per statutory requirements of the entire staff.

· Checking of Staff leave records, compensatory leaves and maintaining of compensatory leave Register as per the statutory requirements.

· Maintaining of Loan/ Advance register.

· Administering payroll and maintaining employee records

· Recruitment of staff.

· Dealing with grievances and implementing disciplinary procedures.

Organisation:- Majorda Beach Resort

Designation:     Controls Assistant 
Tenure:             1st July 2014 to 31st December 2014.

Job Profile

· Discounted & Void checks reconciliation.

· Postings of Daily Material Invoices. (Accounts Payable).

· Reconciliation of Complementary Guest Stay.

· Compiling details of Excise duty on cakes, cookies and pastries.

· Preparation of Food Cost Report/ Beverage Cost.

· Outlet Cashiering (Restaurants)

· Ticket controlling 

· Food & Beverage Inventory

· Reconciliation of Service Tax, Luxury Tax, VAT on Sale and VAT Input.

· Reconciliation of complimentary guest stay. 

Academic Credentials

	EXAM PASSED
	INSTITUTION
	MONTH/YEAR
	MARKS (%)

	Bachelor Of Commerce
	Rosary College of Commerce & Arts
	April 2014
	49

	H.S.S.C (Goa Board)
	St. Alex Higher Secondary School
	March 2011
	50



	S.S.C (Goa Board)


	St. Francis Xavier High School
	March 2009
	64




 Certification

· Completed Computer Course in Tally ERP.

Computer Knowledge


	· Knowledge of computer Operations.

· Well versed with the use of Ms Excel, Ms PowerPoint and Ms Word.

· Well versed with operation of calculators and photocopy machines.


	
	

	 
	
	

	
	
	

	Personal Information

Date of Birth               
:          18th August 1994

Nationality

:          Indian

Religion

:          Roman Catholic

Marital Status
             :          Unmarried 

Language Known
:          English, Hindi and Konkani.


	
	
	

	
	
	
	

	
	
	
	








