
CV No: 1085988
Email: cvdba15@gmail.com 

Mobile: +971505905010 / +971504753686

OBJECTIVE
Seeking a challenging position in an Organization, that would provide me with an opportunity to enhance my abilities, skills & knowledge leading to mutual satisfaction and professional growth.
· Educational Qualification

	Examination
	university
	percentage
	Year of Passing

	sslc
	karnataka University
	73%
	March 2007

	hsc/PUC
	karnataka University
	70%
	March 2009

	Bbi
(Bachelor Of Commerce In Banking and Insurance)
	Mumbai University
	71%
	april 2012


· WORK EXPERIENCE
1. CONFIDENTIAL (MUMBAI)   
(September 2012 – December 2012)
Profile: Executive Assistance 
· Greet, welcome and communicate with guests and members and provide customer service in a professional, friendly and courteous manner.
· Answered queries and guided clients to relevant personnel & recording and relaying appropriate messages to management personnel.
· Preparation of Annexure- I & Inter Office Memo. 

· Updating Remittance Transactions.
· Allocation of Annexure-I transaction into the SAP Logon account,
· Bills collected and updated in SAP account.
· Issuing Dollars from the Forex for the Travel Expenses and maintaining the account of the same.
· Handled all international calls from different countries.

· Preparation of Sales reports by collecting, analyzing, and summarizing information.
· Maintaining the details of couriers of DHL service.
· Actioned all enquiries and maintained detailed records of all the enquiries.                                       

     2.        G.M Davaria & Co. (MUMBAI)  (April 2010 –May2011)
Profile:  Accountant & Audit Assistance
· Maintaining and updating all the bank entries.
· Allocation of shares and Credit card transactions into the books of accounts.
· Handled payables and preparing cheques for the suppliers due for payments.
· Handled Petty cash and reconciliation of Petty Cash independently.
· Compiling and presenting reports, budgets, business plans, commentaries and financial statements
· Preparing accounts and Tax Returns.
· Updating PAN Card application details.
· Procuring, issuing, and maintaining an accurate record of all the office staffs and providing the same to the management.
· Answering queries and liaising with all the parties and assist in solving all their complaints.  
· Taking care of all the faxes, Xerox and email of all the important documents.
· Handled E-filing register work through internet.
· Taking challen of parties from different banks,
· COMPUTER KNOWLEDGE

     Tally ERP9, SAP, Genius, Microsoft Office (Word, Excel, PowerPoint), Web Browsing.
· SUPPORTING SKILLS

· A good team player.

· Possesses a ‘Can Do’ attitude.
· PERSONAL DETAILS
· Date of Birth
: 
23rd  July 1991

· Marital Status
: 
Married

· Nationality
:
Indian.




· Religion
:
Roman Catholic

· Languages known
:
English, Hindi, Kannada, Konkani, Tulu
· DECLARATION

       I hereby declare that the information mentioned above is true to the best of my knowledge and I would be responsible for any mislead caused due to the above information.
