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CAREER OBJECTIVE
· To work in an organization where professionalism, enthusiasm, dedication and hard-work are recognized.

· A committed and self motivated aspiring individual who effortlessly interacts and provides sound endowed with exemplary leadership, communication, relationship management, analytical and influencing skills with a work experience seeking an opportunity.

· To continuously acquire skills in the emerging trends.

· To contribute to the organization to the best of my ability.
· Skilled in managing personnel activities for teams of varying sizes from diverse locations to work in sync with the corporate set parameters & motivating them for achieving business and individual goals.

KEY SKILLS

· Team Collaboration 
· Record and File Maintenance

· Product Knowledge

· Administrative Support

· Process Development
· Positive Attitude

· Planning and organizing
· Sorting/Processing Mail 
· Training & Development

ACADEMIC QUALIFICATIONS:

· Completed (B.com) graduation from St. Mary’s Centenary Degree College. 2008-2011
· Completed inter from little flower junior college. 2006-2008
· Completed SSC from Fr. Roch Memorial High School. 2006
WORKPROFILE
· Worked as Process Associate in Google.

· Worked with Deloitte designated as Tax Consultant –I in Client Management Group and holding 16 months of experience.
PROFESSINAL SKILLS:
· Proficient in the use of: MS-Office Advanced level (Word/ Excel/PowerPoint)
· Operating Systems: Windows XP / 7.
Employment Recital:                                                                                                                                               (JAN 2013- May 2014) Deloitte Tax Services. – Project Management
· Managing major client, responsible to take care of overall engagement work.
· Correspondence with Clients who go on assignment and scheduling of briefing for their tax implication in U.S.

· Correspondence with our Global office and resolving their queries.
· Involved in preparation of Status report for major (U.S. & Global) weekly and co-ordination with Global office to ensure Service level agreement is met. 

· Checking the fee of the invoices received from our Global offices and approving them for payment.

· Approving foreign office invoice and preparation of monthly bill for various services provided to the client (U.S & Global), and sending it to client for payment.

· Worked for US West region on preparation of FROR (Financial reporting Oversight Role) document, and resolving the doubts pertaining to the FROR.

· Setting up tracker (Deloitte tool) records for assignees, updating the tracker records, releasing Calendars and Organizers to assignees.

· Responsible for preparation of Status report (Excel format) for entire West region engagements on daily basis.
Google Private Limited Company
(September 2011 – March 2012)
Google eBooks is a service from Google that searches the full text of books that Google has scanned, converted to text using optical character recognition, and stored in its digital database. The project requires the client software to be live. The task is to download the scanned eBooks with the help of Goodoctor, and converting them to electronic readable format without any errors. Job role proof reader.
Technologies: Windows, Goodoctor
