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CARRIER OBJECTIVE

Looking forward for an opportunity to work in an organization which is inherited by competitive and challenging atmosphere, so that I can utilize my skills and experience at the maximum level and enhance my carrier as well as be potential to the company in which I get the opportunity to 
work.


WORK EXPERIENCE
· Currently Working with Leading Company. as Accounts Assistant UAE.
· Posting the invoices, credit notes and passing the journal entry.

· Working as an assistant of payables and receivable.

· Preparing the Post-dated Receipts and cash Receipts.

· Preparing the statement of daily deposit.

· Preparing the Acknowledgement Letters. 
· Preparing the confirmation letter for client.

· Checking the overdue amount in the statement of accounts for clients.

· Calling the client regarding the payment.

· Preparing the manual receipts.

· Preparing the receipts for petty cash expenses.

· Working on ‘focus’ (accounting software).

· Know how to handle smart accounting software also.
· Filling the reports and invoices according to their file no.

· Attending the call.

· Controlling the documents
· Dun and Bradstreet south Middle East company [data entry work with 6 months Temporary project experiences] UAE. 

· Finding the data on internet.
· Searching the data on Google.
· Completing the fillies with require information.
· Filling the online forms.
· Working on excel sheet. 
· Work for a RELIANCE COMPANY customer care for a temporary assignment [from april2011 to may2011]  Jaipur  (Rajasthan, India)

· Attending the call of customer.

· Trying to understand the problems of customer.

· Solving the problems of customer.

· Preparing the report of each customer.
· If needed then transferring the calls. 

· PART TIME WORK EXPERIENCE 
· 2 months promotion experiences with laser company.UAE

· 1 month promotion experiences with mentos chewing gum Company. UAE

· Weekend’s promotion experiences with NMC brand cornflakes. UAE

· Weekend’s promotion with NMC Company for testy brand.



EDUCATIONAL QUALIFICATION
· 2011: Currently registered for B.com and CFA in atlas institute, Dubai

· 2010: Finished Higher Secondary Exams from Vikas Bal Niketan, Jaipur (Rajasthan, India) 

· 2009:  Secured in Secondary Board Exams-Emmanuel Mission Secondary School- Bhilwara (Rajasthan, India) 


COMPUTERIZED ACCOUNTING SOFTWARE DIPLOMAS:
· Focus

· Smart Accounting 

· Excel Advanced Level
· Advance Word 


 TECHNICAL QUALIFICATION:
· Plat forms Known            - Windows 95/98/2000/XP

· Applications
                 -MS Word, Excel, PowerPoint, Internet, outlook, good typing Speed.
· Know how to operate printer and fax machine. 


PERSONAL COMPETENCIES

· Hardworking

· Flexible

· Responsibility
· Strong interpersonal skills

· Able to work in stress environment 

PARSONAL INFORMATION
Gender                          :  Female

Date of Birth                :  9th January 1994.

Nationality                   :  India

Languages Known       :  English, Hindi   & Sindhi
Visa Status                    :  father Visa
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