Reena

Reena.227326@2freemail.com 

Career Objectives:

To seek a challenging job in the field of Admin and Accounts using my work Experience and Qualification. I am looking for a opportunity that would help me us use skills and enjoy my and the company’s upward movement. I am confident that I will able to fulfill my duties in conformity to the requirements of the organization.
Work Experience:

Associated Engineering Components, Mangalore, Karnataka, India.
Position: Assistance Accounts \ Back Office 

From July 2013 to Feb 2015              
Job Profile:

· Manage all the aspects of the office and created filing database.

· Performed receptionist functions (Answering \ typed\ editing documents , faxing \ coping, following up with the clients.)
· Process all incoming and outgoing mails.
· Maintaining Attendance & leave Records.
· Maintaining Bank book, cash book & Petty cash.
· Preparing Receipts and Invoice.
· Maintaining Attendance & Leave Records.
· Maintaining Bank book and cash book and Petty cash.
· Preparing Receipts and Invoice.
· Maintaining Monthly stock and sale report of the company.
· Maintaining Bank Statements.
· Accepting orders either on phone or in person and executing the same.
· Billing and Inventory update and control.
· Cross Checking the Invoice with the accepted order.
· Filling and Maintaining Records. 
· Handling Petty Cash.
Educational qualification:

· Bachelor’s in Business Management, Mangalore University, Karnataka , India ( 2013)

· Pre- University Commerce, Mangalore, India ( 2008 – 2010 )

· Elementary to high school at Mangalore, India (2008 )

Achivements:
· Gained Excellent exposure of understanding of administrative, sales, and cashiering duties with in diversified industries.

· Well- developed skills in customers relationship Management, consistently ensuring maximum customer satisfaction by providing timely clarification of inquiries with strong commitment to service excellence.
· Worked with enthusiasm and delivered quality results and obtaining achievements in work profile.
PC Skills:
· MS office 2007 & 2010
· Internet and E-mail Application.
Personal Details:

Nationality



: Indian

Date of Birth


: 19.11.1992

Marital Status


: Single
Sex




: Female
Visa Status



: Visit visa 

Linguistic abilities


: English, Hindi, Kannada, and Konkani.
Declaration: 
I here by Declare that above furnished details are true to the best of my knowledge & Belief.

