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CURRICULUM VITAE

Azveen
E-mail1: azveen.149352@2freemail.com   

OBJECTIVE

To work in challenging environment that offers scope for innovation, fulfillment and excellence through performance. I am dedicated to my work with a professional and efficient outlook to strive and obtain my Goals, in order to be successful in my profession and achieve personal career growth.

EMPLOYMENT HISTORY 
· Sree Venkateshwara sales and service Co.,Hassan, Karnataka. 
As : Accounting Assistant
· Performed accounts payable functions for construction expenses.

· Managed vendor accounts, generating weekly on demand cheques.

· Managed financial departments with responsibility for Budgets, Forecasting, Payroll, Accounts Payable and Receivable.

· Created budgets and forecasts for the management group.

· Ensured compliance with accounting deadlines.

· Prepared company accounts and tax returns for audit.

· Coordinated monthly payroll functions for 200+ employees.

· Liased with bankers, insurers and solicitors regarding financial transactions.

· Income Tax Department, Hassan
As : Typist
· Copy typing involves working from hand written, printed or typed documents.

· Audio typing requires speedy typing as you listen to a dictated tape.

· Shorthand typing is the most specialised of the three. You will take notes at conversation pace which can then be typed up properly later.

· Maintaining spreadsheets and databases

· Answering the phone

· Photocopying, faxing and franking
EDUCATIONAL BACKGRONUD 
· Master Degree of Commerce : 2013

· Bachelor Degree of Commerce : 2008-2011

· PUC :2008

· SSLC-2006
Other proficient skills.

· Ms - office, Ms -excel, basic Computer knowledge

· Data Entry,

· Tally 9.0,

· English Typing
Personal Strength 
Eager to learn new skills, contribute to the growth of the company with Quality work habits, motivated strong work well in pressurized environment 

Quick learner.

Positive attitude,

Personal Details:

Date of Birth



: 05-01-1991

Nationality




: Indian 

Religion




: Islam

Marital status



: Married

Sex





: Female 

Languages Known



: English, Hindi, Urdu, and Kannada  

Visa status




: Visit
DECLARATION:
The information furnished above is true to best of my knowledge and I Azveen Taj take full responsibility of the same.

Azveen
