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OBJECTIVE

Seeking a rewarding career in an organization that helps me to build on my knowledge and expertise, through a responsible and challenging position.


QUALIFICATIONS

· Master of Business Administration (M.B.A.)
           Finance (Major)

               Marketing (Minor)                        2008-2010         ICFAI University India  

· Bachelor of Business Administration (B.B.A)
           Finance                                        2005-2008           Panjab University India  

EMPLOYMENT HISTORY

Executive- India (Aug 2012- Dec2014) 
Responsibilities:

· Prepare Cash book , Posting day to day transactions in Tally
· Prepare and verify the Customer Invoices and Vendor Invoices
· Proper follow up for accounts receivables & Accounts Payables
· Prepare Bank reconciliation, Customer Reconciliation, Vendor reconciliation Etc.
· Check receipt against cash, cheque, credit cards, bank transfer etc.
· Verify bank deposit voucher on daily basis
· Handling with petty cash book and prepare the vouchers
Accountant - Kapson’s Agencies Pvt. Ltd Chandigarh, India (Feb 2011 –Oct2011) 
   Responsibilities:                                                                                                                          
· Reporting to General Manager (GM)-Finance Department

· Managing the Accounts of Retail Stores and Franchisees of Puma and Benetton Brands

· Account Management of the Companies Clients

· Accounts Payable and Receivable of Puma and Benetton Brands

· Managing the Profitability and Fund Position/Usage

· Managing Expenses and Budget Making  

· Accounts Reconciliation

· Calculation of EPF, ESI, Payroll

· Issuing Debit and Credit Notes

· TDS Calculation & Returns, MIS Reports Preparation

· Aging, Commission, Margin Reports of Franchisee Stores 

  Process Executive (Accounts Payable) –Infosys BPO Ltd Jaipur, India (Feb 2010– Jan2011)
  Responsibilities:
· Managing Responsibilities as SME
·  Sound Experience in Software Oracle 11i
·  Managing Buyers and Vendors Queries

·  Handled Team of Invoice Processors

·  Proactive in New Process Management and stabilizing it

·  Resolves accounting discrepancies
·  Handling monthly, quarterly and Yearly Closing

          INTERNSHIP
               

              Intern, Money Matter Inc., India                  (Aug 2009-Oct2009)
               Responsibility: 

· Promote and Sale Basket of Investment Products and Making Portfolios

EXTRA-MURAL AFFAIRS

                               

 Have Organized Role Play for B.B.A Students and actively guided them in Aishwarya College

                As Class Representative in ICFAI National College

· Organized Farewell for Seniors as Team

· Member of Davos Club (Finance club organized by students and teachers of ICFAI 

· Organized Career Fairs, Training and Placement Interview in Coordination with College Authorities


TECHNICAL SKILLS

Proficient in:
· Microsoft M S Office                    
· Adobe Photoshop
· Oracle 11i

· Quick Books

· Tally ERP9            
· Turf View ( BI)     
Operating System Working: - Windows XP, Window7, Window8

LANGUAGES

            English               :  Spoken & written

            Hindi                  :  Spoken & written

PERSONAL INFORMATION

              Date of Birth           :              Sep-1987
              Nationality                 :               Indian

              Gender                        :               Female

              Marital Status             :              Married

              Visa 


:        Husband sponsorship
