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OBJECTIVE
To obtain a reputed position with challenging and responsible position which to utilize my skills and abilities in a firm that offers me a professional growth constantly, which will help me to dedicate fully and work up to my potential. 
PERSONAL SUMMARY

A confident,multi-skilled & capable assistant accountant with excellent knowledge of finance & accounting procedures. Exceptional analytical & problem solving skills & able to provide financial information to all areas of the business whilst ensuring that all management information is accurate. Having a proven ability to drive out inefficiencies through process improvement as well as assist in the maintenance & development of financial systems and accounting procedures. 

SKILLS
· Have good presentation skill

· Strong analytical, problem solving, organizational ability

· Written and communication skills,
· Reliable & Punctual

· Excels in Team Leadership
· Flexible attitude and positive approach.
· Good time management and ability to set out priorities.

· Willingness to learn new things, Team facilitator, Potential worker. 
· Ability to keep calm under pressure.
ACADEMIC  CHRONICLE 
· MBA (Dual core specialization in HR &FINANCE) from S.V.I.T.S Indore with aggregrate72% (2nd position in College)
· Bachelors of Commerce from P.G. college Mandsaur with aggregate 68% (City Topper)
· Higher secondary from Dashpur vidhayala Mandsaur with 80% (Class Topper)
· High secondary from Dashpur vidhayala Mandsaur with 75%
CAREER HISTORY
Products, India 

Accounting Manager & Finance Consultant                                   Feb 14-Aug 14
 Responsibilities:-

Supporting the business by assisting to produce accurate financial and management                                                    accounting information on which financial decisions are based. Also involved in compiling financial reports and analyses, whilst working to strict deadlines.
    Duties:

· Ensuring the smooth running of daily transactions.
· Preparing accounts of the company

· Analyzing financial reports.

· Advising companies on how to effectively use their money to grow their business. 

· Responsible for cash management
· Responsible for supervising the day to day running and operations of the company.
· Supervising junior financial staff. 

Products, India                                                                                                                                                     Account Assistant                                                                              Jan-13-Jan14      
   Responsibilities:-
· Preparing sales invoices & the upkeep of an accurate accounts filing system. 

· Preparation and input of month end journal vouchers. 
· Preparation of reports for senior managers. 

· Responsible for financial accounts including budgets and cash-flow. 

· Conducting regular business reviews of financial performance. 

· Proactively identifying business improvement opportunities. 
· Ensuring that information is accurately collated & entered into systems. 

· Preparation of bi-weekly invoice and expense claim payment runs. Assist in the preparation of monthly balance sheet account reconciliations
Aasif Shah Designing House                                                                             

Internship

Responsibilities: -                                                                                  July 09-Dec 09                                                                

· Producing clear and detailed technical sketches

· Communicating technical and creative ideas to designers

· Sourcing fabrics and trimmings

· Making sure samples are made on time

· Gaining ‘trim approval’ with customers

· Participating in meetings with customers and fabric agents

· Assists the fashion designer to come up with different advertising and marketing strategies as well as coordinating marketing activities to ensure that all the required details are taken care of.
· Sketches designs for clothes, selects fabrics and colours and oversees the complete design of the clothing

PT  Group, India                                                                            

Customer Service Executive: -                                                              Jan 09-Jun 09                   

Responsibilities:-

· Attending Incoming & Outgoing calls with proper etiquettes and maintaining

· records for them

· Responding the telephonic call and carry out the conversations politely and timely

· manner

· Handling multiple telephone lines in timely manner and direct the calls to the

· concerned person / extension

· Differentiating the incoming calls and walk-ins and handle them appropriately

· Greeting and assisting visitors and Guests

· To sort out incoming mails at enquiry inbox and distribute to the concerned

· Department / Executive and responding them in case of customer enquiries

· Maintenance of Attendance Register and keeping a track on Outdoor Duties of

· the Executives / Staff

·  To do the data entry, prepare presentations, make reports whenever required by

· the team

· Maintaining Courier Register
PROJECT PROFILE

· Project  Title : MRP on a Comparative Study of LIC Investment Plan for various         

                     Demographic & Occupational Customers                             

Abstract      :  Understanding how Demographic & Occupation of a customer’s                                                                                                                                                                                                                                                                                                                         

                          Affects his investment plans

· Team Size     : one
ADDITIONAL QUALIFICATION

· Diploma in computer Applications ( Microsoft Word, Excel, PowerPoint & Internet)
· Diploma in Fashion Designing from (INIFD) Indore

· Tally 9 ERP
EXTRA CURRICULAR ACTIVITIES
· Event Coordinator at college 
· Senior Girl’s leader in sports at school Level.

· Participated in various sports & cultural activities at school & college level.
· Participated in inter- college business quiz competition 
.
PERSONAL PROFILE
Date of Birth: -         20 November 1988

Marital Status: -        Married
REFERENCES
Available on request
