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objective

Seeking a challenging position in the field of accounting & back office, where I can prove myself and also  utilize and implement my knowledge with keen sense of analyzing  power for  organizational growth. I will take initiative independently and confidently.

experience

Taluka  Panchyat  kacheri (Govt.of Gujarat),Tarapur
Gujarat, India.                                                                                              March’2009- Feb’2014
Work Profile – MIS-Coordinator
· Training to the Gram Rozgar Sewak for Data Entry of Demand, work allocation, account update and freeze.
· Generate the E-Muster for Wok. 

· Payment of E- Muster, Generate and send wage list to account Login.
· Make the Monthly Report of Progress.
Taluka Panchyat kacheri (Govt. of Gujarat), Khambhat
Gujarat, India. 
          


                                          March’2014- August’2015
Work Profile – MIS-Co.ordinator
· Trainning to the Gram Rozgar Sewak for Data Entry of Demand,work allocation, account update and freeze.
· Generate the E-Muster for Wok. 

· Payment of E- Muster, Generate and send wage list to account Login.
· Make the Monthly Report of Progress.
SKILLS

Expert  in :   Tally & Microsoft  office, Data Entry
LANGUAGES

Fluent in English,  Hindi, Gujarati (Read, Write, and Speak).
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education and achievement

	Examination Passed – Year
	Board / University
	Remarks

	2011
	Tally ERR-9

July-2011
	All India Computer Saksharta Mission

	A GRADE


	2010
	CCC

April-2010
	DOEACC
	B GRADE

	2005
	B. Com

May-2005
	Gujarat University 
	56.66%

	2002
	H.S.C
June - 2002
	Gujarat Secondary Education Board


	51.00%



	1999
	S.S.C 

March-1999
	Gujarat Secondary Education Board


	82.57%


personal   details

Date of Birth

: 15th September 1983
Marital Status

: Married


Nationality

: Indian
Visit Visa                    : Visit Visa Dt : - 25-11-2015 
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