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CAREER OBJECTIVE
To achieve professional satisfaction, career progression and personal development by working in a learning environment that encourages growth and innovations.

To utilize my skills with a growth oriented company where contribution to the organizational objectives will provide opportunities of advancement.
Work Experience: 

WORK EXPERIENCE#1

· Company       
:  LCC
   
      Designation   
:  ADMINISTRATOR  
           Duration        
:  From    SEP 2009 TO MAY 2013

Roles & Responsibilities:
· Adept at managing administrative activities
· Planning and preparing monthly reports pertaining to finance required for maintaining office infrastructure and facilities
· Processes, Documentation, Business Control checks etc
· Upkeep of office administrative facilities and ensure availability of daily miscellaneous requirements to provide harmonious work culture to employees.
· Acting as info-hub for providing administration related information and supervising administrative activities like general admin, verification of stationery stock, petty cash, courier, florist, pest control, housekeeping, etc.

WORK EXPERIENCE#2

· Company       
:  BIRLA CFA (KABEER AUTOMOBILE )
           Designation   
:  ACCOUNTANT 
           Duration        
:  From   JUNE 2013 TO SEP 2014
Roles & Responsibilities:
· Mentaining purchase & sales transaction

· Accounts Payable (money out)
·  Accounts Receivable and Revenue Tracking (money in)
· Reporting and Financial Statements – The primary reason you collect data properly in your accounting software is to prepare financial reports that can be used for budgeting, forecasting and other decision making processes.
· Profit & loss accounts
· Trial balance & balance sheet

· Maintaining transaction & ledger reports etc

· Keeping track of inventory 

· Billing


WORK EXPERIENCE#3

· Company       
:  SHREE LOGISTICS ( BIRLA CFA)
           Designation   
:  ACCOUNTANT 
           Duration        
:  From   OCT 2014 TO JULY 2015
Roles & Responsibilities:

· Mentaining purchase & sales transaction

· Accounts Payable (money out)
· Accounts Receivable and Revenue Tracking (money in)
· Reporting and Financial Statements – The primary reason you collect data properly in your accounting software is to prepare financial reports that can be used for budgeting, forecasting and other decision making processes.
· Keeping track of inventory 

·  Documents financial transactions by entering account information
· Billing
EDUCATIONAL QUALIFICATIION:
  
1) B.SC     : 
Manav Bharti University
2) P.U.C    : 
Completed from anjuman college dharwad
3) SSLC : 
Completed anjuman school dharwad
Software & Technologies
· SAP ERP (Fico,MM&SD,VERSION 0.6)

· Tally 

· DTP (page maker ,corel draw photo shopsss

· Computer basic (ms world, ms excel, power point )                                      

ACHIEVEMENTS
· BEST  ADMINISTRATOR CUM SAP TRAINER AWARD IN THE YEAR OF 2010.
LANGUAGE PROFICIENCY 

English- Kannada-Hindi-Arabic                                                                                                                

.

PERSONAL PROFILE

DATE OF BIRTH

            :       2nd jan 1991
MARITAL STATUS

            :       Unmarried      
SEX


        
            :          Female
NATIONALITY

            :          INDIAN
VISSA STATUS


:  VISIT VISSA
SELF ASSESSMENT 
· I always believe in delivering at my best level.
· Very open minded and optimistic nature that loves to connect with the people either through team projects or one - on -one.

· Very flexible with excellent co-ordination skills.
