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OBJECTIVE: To achieve a responsible and challenging position, where my skills and experience are utilized to endorse the organization in the best possible way. 
KEY SKILLS & CORE COMPETENCIES:
· Excellent Communication Skills- Written, oral and presentation.
· Outstanding Interpersonal and Leadership Skills- Ability to build and maintain relationships. 
· Team Player- Enjoys sharing knowledge and encouraging development of others to achieve specific team goals.

· Exceptionally self-motivated-Self goal setter with immense ability to work independently as well as in a team and initiates taking on additional responsibilities.
· Multi-Tasking- Proven ability to manage a number of different tasks/projects at the same time.
· PC applications-Very Good in Excel, Word, PowerPoint.
PROFESSIONAL EXPERIENCE:

1. School accountant & administrator in India (Jodhpur) (August 2013- July 2015)- (2 years)

· Maintain teachers leave account for the end of month.

· Maintain manual day book of cash transaction.

· Maintain manual cash book and cash book type in excel sheet.
· Filing purchase & sales vouchers. 
· Prepare monthly trial balance & abstract.
· Prepare budgeted Income & Expenditure a/c
· Preparing employee salary sheet & distribution of salary & monthly leave sheet of each teacher.

· All other Hindi & English typing work For ex:- Exams paper type, cash book type, official letter type, official order type.

· Preparing Student due fees list , due van charges list, due all other income from students for the end of each months.

· Prepare stock register end of the quarter.

 2. Accountant in Asal sabun Bhandar : (November 2013 –  January 2014) - (1.2 years)
· Prepare manual cash book of each day.  

· Filing purchase & sales vouchers & Bank statements & Salary sheets. 

· Prepare manual trial balance of end of each month. 

· Prepare Debtors & creditors list in excel sheet.
· Match each entry of bank statements by cash book entries.

EDUCATIONAL QUALIFICATIONS:

· 10th standard of RBSE Board (2008)

· 12th standard of RBSE Board (2010)

· B.Com From JNVU University from jodhpur (2011 to 2013)

· M.com (Business administration) From JNVU University from jodhpur (2014 to 2015)

ACHIEVEMENTS:-

· Secured 1st place in “English & Science” at School level.

· Participated in Essay, Debates, Quiz at State level.

HOBBIES:-

· Singing, dancing, reading books, travelling. 

STRENGTHS:-

· Hard working, sincere, team player, efficient, quick learner, ability to take responsibility & can work under pressure. 
     PERSONAL DETAILS:
· Nationality: Indian
· Gender :Female
· Date of Birth : 07.03.1993
· Status: Single

· Languages Known: English & Hindi
· Visa : Visit visa 
