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Seeking a suitable position
Profile at a Glance  
· Excellent interpersonal skills with the ability to organize prioritize and execute tasks efficiently especially while working under pressure, with attention to detail and consistently meeting tight deadlines.
· Accustomed to working in fast paced environments with the ability to think quickly and successfully handle difficult clients and tasks.
· Enthusiastic and dedicated with a positive attitude.
· Responsible, honest, hardworking and self-motivated.
Work Experience
Worked as Accounts Assistant cum Cashier at Tito’s Resorts & Hospitalities Pvt Ltd. Baga, Goa, India from 01st November 2009 till date.
Job Profile:
· Controlling all Receivables.
· Maintaining the outstanding records.
· Issuing of cheques to parties.
· Coordinating with the Banks, doing the Bank Transfers ( RTGS , NEFT).
· Making Cash Deposits, Cash Payments, Data entry, Maintaining Petty cash statement, issuing salaries to staff.
· Passing necessary entries to settle excess/shortage.
· Maintaining of Various Registers, Ledgers and Petty Cash Book & Salary Statements.

· Handling customer queries.
· Supervise and closely monitor customer activities.
· Process the payment to all Suppliers (Creditors) monthly basis.

· Reconcile the Bank Statements with company ledgers. 

Academic Qualification 

· Higher secondary school from St. Francis Xavier which is affiliated through Goa Board of Secondary & Higher Secondary Education Board Goa.

Trainings Attended

· Undergone a Diploma Course in Office Management which Includes   Ms Excel, Ms Word, Ms PowerPoint, Internet & Email & Tally Version 7.0. 

Personal Traits:
· Proficiency in Communication
· Enthusiastic to Learn
· Ceaselessly Dedicated
· Continually Evolving
· Ability to Learn Quickly
Personal Data:

Date of birth


:
28th November 1988
Marital Status


:
Single
Nationality                              :           Indian

Language known

:
English, Hindi, Marathi, Konkani.

Visa Status                             :           Visit Visa 
