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Gupta
OBJECTIVE
To be in the crucial part of an organization using the skills acquired, qualifications possessed and ability having which allows me to focus on continual improvement that offers career development and to accept and enjoy the challenges to make a positive contribution to the organization by taking the job with enthusiasm.  
EXPERIENCE
1. Worked as Audit Assistant for Mohandas & Associates Auditing  for 1 year.
2. Had attended as Marine Mechanical Fitter trainee for one year at Goa in Sea Blue Shipyard ltd. 2012 – 2013
                                                              JOB PROFILE
1. Making sure that the employees under the assigned team is receiving their salary on time along with their claims and traveling allowance.

2. Training new candidates on how to use the software.

3. Making sure that the deposited cash in bank is transferred to the employees on time.

4. Preparing a Bank Reconciliation statement for the same to track down any delays in making payment.
5. Stocking in goods(Laptops, Scanner, Camera and other peripherals) and recording the same in the register.

6. Schedule leaves for employees, weekly.

7. Administrate the whole team and solve issue when they arise.

8. Prepare reports (MS Excel) on a weekly and monthly basis.

9. Address issues to Higher authorities when they arise

10. Plan meetings with all employees to share and discuss common problems.
KEY SKILLS

1. Identifying problems

2. Promoting solutions

3. Promoting solutions

4. Solving issues

5. Meeting objectives

6. Schedule meetings

7. Give proper guidance and training

8. Recording entries in Journal and ledger accounts

9. Prepare Bank Reconciliation to track on time deposit of money.

EDUCATIONAL BACKGROUND

·  Bachelors Degree In Finance (2015)
· Diploma in Marine Mechanical Fitter (2011) 

· Diploma in Marine Fabrication (2012)
· 12th       : All India Senior Secondary Certificate Exmaination, (CBSE) Delhi (2010)
· 10TH      : All India School Certificate Exmaination, (CBSE) Delhi (2008)
PROFICIENCY TRAINING/TECHNICAL SKILLS
·  Modular Employable skills

·  Marine Mechanical Fitter

·  Marine Fabrication
COMPUTER SKILLS
 I have completed various courses in personal computer applications and proficient in :
· Operating System:  MS DOS & Windows

· Applications:  MS Word, MS Excel, MS Outlook

· Good Speed in English Typing / Word Processing
· Accounting Software : Tally

PERSONAL DATA
Date of Birth                           : 27th March 1991

Marital Status                        : Single

Languages Known                  : English, Malayalam & Hindi
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