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CURRICULUM VITAE
YASMIN 

OBJECTIVE:
To be employed in a challenging position that gives me the opportunity to fully utilize my knowledge, skills and experience effectively and efficiently.
POSITION APPLIED FOR:
Any suitable post that commensurate my qualification & experience
SUMARY OF PROFESSIONAL QUALIFICATION
· General Accounting 
· Administration 
· Data Entry and Inventory management 
· Customer Service 
· Marketing and Warehousing Operations 
EDUCATION QUALIFICATION
Bachelor in Commerce
COMPUTER KOWNLEDGER
· Microsoft Word, Excel & Microsoft Power-Point 
· E-mail/MS Office Outlook/Internet/Fax/Scanner 
· SHOPPER & Adi Portal 
· Microsoft windows web-program 


WORK EXPERIENCE
Worked as an Admin Manager cum Account Assistant for (Distributor as well as Franchise for Company) Panjim Goa from August 2008 to April 2016.
Nature of Work:-
1. Managing Petty Cash, Cheque Writing and Voucher preparation. 
2. Look after the Bank deposit and other bank related query. 
3. Preparing salary to staff after adjusting ESI, PF and Leave. 
4. Maintain General Ledger, Sales and Purchase register. 
5. Control Expenses and prepare expenses report. 
6. Review, Verify and Process the payment of company and other bills within the Due Date. 
7. Receiving and processing all invoices by verifying the correct cost, margin and the Order. 
8. Prepare Credit note, Debit note, Letter, Memo, quotation, agreement Appointment Letter and other correspondence/general letter. 
9. Follow up on payment, Negotiate payment terms with Company/Retailers. 
10. Generate Invoices and the Delivery challan on daily basic. 
11. Processing and Placing Purchase order & Following on it. 
12. Ensure accuracy of product information, stock availability, pricing. 
13. Process, coordinate and investigate company claims following existing Company policies, procedures and programs. 
14. Prepare daily, Weekly and monthly reports. 
15. Manage the filling, storage and Security of documents. 
16. Ensure all transaction and the data are properly recorded and entered in Register as well as in system. 
17. Supervise Company/retailers service and respond to query. 
18. Dealing with the company/Retailers in various aspects and responsible for Solving the issues. 
19. Following up with the Warehouse staff for the stock to be delivered on time, Stock Check for expiry, defect and other stock related query. 
20. Overall office supervision, checking stationary level, other office equipment and the staff need. 
Key Capability:
· Proficiency in a wide range of computer application. 
· Attention to details and can work without supervision. 
· Punctual and reliable. 
· Ability to cope up and work under pressure. 
· A team works with excellent communication skill and quick response to query. 
· Ensure the office space is neat, clean and all the things are well organized. 
· Ensuring office procedure and system operate efficiently. 
· Good written and verbal communication skill 

	PERSONAL DETAILS
	

	Name
	:
	YASMIN 

	Date of Birth
	:
	05th April 1988

	Nationality
	:
	Indian

	Gender
	:
	Female

	Category
	:
	General

	Religion
	:
	Muslim

	Languages Known
	:
	English, Hindi, Konkani & Marathi

	Civil Status
	:
	Married

	Visa Status
	:
	Husband Visa


DECLARATION
I hereby declare that all the details furnished above are true to the best of my knowledge.
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