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CAREER OBJECTIVE
To obtain An accounting Assistant position at your Esteemed Organization  with my knowledge of having over 2 years of experience, I am well versed with accounting procedures as of latest . Meticulous and work driven by nature, I am essentially a team player and have demonstrated good leadership skills in previous jobs & will contribute best for the growth of the organization.
SUMMARY OF QUALIFICATIONS
• Over two years of experience working in accounting field
• Experienced in processing various types of accounts payable transactions using preset imaging software
• Hands on experience in ensuring accurate general ledger posting and responding to vendor queries
• In depth knowledge of acting as back up to all accounting unit functions
• Working knowledge of Microsoft knowledge.
SPECIAL SKILLS
• Proficient in excel spreadsheets.
• Team oriented with high attention to detail
• Ability to deal effectively with month end closing deadlines
• Detail oriented
• Exceptional organizations skills

KEY ACCOMPLISHMENTS
• Reorganized accounting procedures by transiting a manual system into a computerized environment
• Served as Accounts Payable backup
• Performed advanced bookkeeping and administrative duties

WORK  EXPERIENCE
May 2012 – Present (1 year –Part time)

Accounting Assistant 
1. Preparing Trial Balance, Profit & Loss A/c , Balance Sheet & Computation etc
2. Maintain of Files & Documents with proper Filing.
3. Income Tax & Sales Return form filling.
4. Prepare monthly account reconciliation analysis
5. Ensure Invoice Payments
6. Prepared audit budgets & staffed audit teams
7. Handling month-end closing, accounts receivable, accounts payables inventory analysis, capital expenditure reporting, and other various financial analyses for different clients
Accounting Assistant as Part Time 
• Assisted with general accounting and month-end closing
• Worked with accounts payable / receivable teams
• Reconciled balance sheets
• Reviewed monthly financial statements
• Maintained accounting files
EDUCATION
SSLC Completed State Board 2008.
PUC Completed State Board 2010

Bcom completed St Agnes College –Autonomous – 2013
Computer Knowledge-

- Proficient in Basic use of computer 
- Proficient in using of Accounting Software - Tally ERP 9, & 7.2 using   with vat.
- Internet savoir-faire
Achievements

Passed NCC ‘B’ & ‘C’ Examination with “A” Grade held in 2010 and 2011 under the authority of Ministry of Defense Government of India.

Awarded for cultural program representing Karnataka and Goa Directorate.

Awarded from St’ Agnes College for best out going student in NCC

STRENGTHS

· Able to handle routine office work efficiently.

· Ability to listen and absorb.

· Disciplined and having strong Sense of responsibility.

· Pleasing & smart personality

 Personal Profile:

· Date of Birth                  : 12th January 1993

· Gender                          : Female

· Nationality                     : Indian 

· Religion                         : Christian (R.C)

· Marital Status                : Spinster

·    Languages Known          :  English, Hindi, Kannada, Konkani
I hereby declare that all the information furnished above is true to my knowledge
CV No: 1385982


Email: � HYPERLINK "mailto:cvdba15@gmail.com" �cvdba15@gmail.com� 


Mobile: +971505905010 / +971504753686
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