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Career Objective: 

To achieve desire goal means of co-operative working relationship with peers & always to my career on fast track.

Personal Attributes: 

Hardworking, Diligent and capable of handling job efficiently and independently. 

Skills: 

Experience and sound hands on windows XP/2008/98, MS-office word, Excel, PowerPoint, Well versed  in surfing browsing the web.

Strength: 

· Good Public Relations skills.

· Good written and verbal communication skill.

· Co-ordination & team work.

Educational Qualification:

· Bachelor of Commerce Mumbai University with financial Accounts & Auditing as special subject 2011-2012
· H.S.C (Kolhapur Board Maharashtra State 2003-2004)
· S.S.C (Kolhapur Board Maharashtra State 2001-2002)
Computer Skills:

MS Office, and windows 98, Vista, Tally 9.2, MS word Excel & PowerPoint
Working Experience:

Company Name : Farmland Hyper Market, Ajman UAE
Position

: Account Assistant & Cashier

Duration

: March 2014 to Nov. 2015
Company Name : Vishwas Engineering Pvt. Ltd. India.
Position

: Accountants Assistant & Supervisor

Duration

: Feb. 2012 to Feb. 2014
Duties & Responsibility: 

· Preparing bills, receipt & Challans.

· Maintaining stock, Journal purchase sales & petty cash register.

· Looking wages and overtime of workers. 

· Preparation of pay roll.

· Provision for expanses, accrued expenses, depreciation.

· Preparation of monthly and periodic closing of accounts.

· Maintained journal entries, general ledgers.

· Preparation of income tax returns for companies, firms and salaried employees.

· Preparation of financial statement.

Company Name : Vivek Kashinath Relekar-Chiplun. India.
Position

: Accountants Assistant.

Duration

: April 2011 to January 2012
Duties & Responsibility: 

· Preparing bills, receipt & Challans.

· Maintaining stock, Journal purchase sales & petty cash register.

· Preparation of pay roll.

· Co-ordinate with executives

· Keeping record of all types of data

· Preparing Schedule for daily work.

· Reporting t higher management.

· Routine correspondence.

· Preparation of monthly and periodic closing of accounts.

· Maintained journal entries, general ledgers.

· Preparation of financial statement as required for income tax and Sales tax.

Company Name : Puneet Investment & Services in Association 

                             with Bonanza Pvt Ltd. India.
Position

: Sales Executive Officer in Stock Market

Duration

: Oct. 2009 to Dec. 2010
Duties & Responsibility: 

· Keeping watch on Market..

· Analyzing the stock with diagram.

· Keeping record of all types of data.

· Investing in BSE & NSE

· Raising funds of Consumer.

· Preparing schedule for daily work.

· Giving training to new joined.

· Raising & resolving the queries of consumer & employee.

· Handling phone calls which is related to payments.

· Reverting mails related to queires.

· Preparing productively reports of each subordinates on daily basis to check the efficiency & to eradicate the error.

Achievements: 
Awarded with excellent performer for the year 2010-2011 for best performer in stock market & achieving the target.

Other Knowledge: 
Having good knowledge in stock market, Insurance & Financial.
Personal Details: 
Nationality

: Indian
Date of Birth
: 18/12/1983
Sex


: Male 

Marital Status
: Single
Religion 

: Muslim
Languages known:   

English, Hindi, Urdu.
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