ANITA 

Email : anita.147936@2freemail.com  

Career Objective

To contribute to the profitable growth of the organization by applying my skills in the Accounts/finance field. To give my best efforts in achieving the goals of the organization and hence proves to be an asset to the organization.
Summary Of Skills

· Over 4 years of experience in the area of finance & accounts. 

· Exposure in the areas of accounting too.

Organisational Experience

Since Dec ’09 to Dec’ 12 I was working with M/s FRICK INDIA LTD.

The company is into production of compressors, where I was working as Accounts Officer.

Since June’ 12 to Dec’ 15 I was working with WEDDING AFFFAIR (A unit of B.M. House (India) Limited)

It’s a Fashion Magazine, Where I was Asst. Manager (Accounts).
Duties:
· Coordinated and supervised the billing for the clients and third party collections.
· Reconciliations for 3 large bank accounts.   

· Responsible for managing and training of a team of employee.
· Conducted weekly meetings that consisted of addressing problematic accounts, resolving routine questions and boost morale.

· Developed and implemented standard operating procedures to monitor work flow to ensure department ran at a maximum efficiency.

· Reviewed, analyzed and monitored all statistical data related to accounts receivable.
· Identified and then reported complex issues to higher levels of management.
· Kept up to date all billing and reimbursement regulations.
Academic Qualification

· B.com in 2007 from Delhi University.  

· 12th in 2004 from CBSE. 

· 10th in 2002 from CBSE.

Professional Qualification

· Qualified as a COST & WORK ACCOUNTANT from the Institute of ICWAI in DEC 2010.

Articleship Training
· Worked as a trainee with M/S FRICK INDIA LTD. for 1 years.

Technical Qualification

· Working knowledge in MS-Office, & Internet.
· Training from First Computers conducted by ICWAI.

Technical Skills

· Outlook
· Word
· Excel
· PowerPoint
· Access
Self Assessment

· Strength


:
Strong belief in team spirit.







:
Committed towards work.






:
Positive attitude.

· Communication Skills
:
Soft spoken, good listener & Quick learner.

Personal Detail

· Husband’s Name


:
Mr. Piyush Asija
· Date of Birth


:
31-12-1986
· Marital Status


:
Married
· Languages known


:
Hindi,  English and Punjabi.
        
 Date: 
Place:                                                                       

(ANITA)           

