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Aradhana 
Objective
I am seeking employment with a company where I can use my talents and skills to grow and expand the company.
Work Experience
· Worked as an " Admin cum Courier Dept. Head” from    22nd April, 2014 to 10th June 2016
· Worked as an "Office Assistant" for 2 year for EDU Mobile
· Worked as an "Account Assistant" for 1 year for Kavita Enterprises
· Worked as an "Account Assistant" for 3 years for Padma Coaching Classes
· Worked as an "Account Assistant" for 2 year for Mahavir Allied
· Worked as an "Office Assistant" for 1 year for Krish Technology
Duties and Responsibilities
· Handling work related to monthly billing and sales reports
· Carrying payroll processing tasks for over 100 employees
· Working with team members in tasks such as updating General Ledgers and Journal
· Handling the Billing process for the Client and follow up for Sales Order
· Managing monthly sales and marketing expenses
· Maintain Stock details and Monthly Inventory for Stock
· Maintaining the invoice data

·  Receiving courier at office.

· Making Sale Bills in software.

· Handling Manual work like Challan Entries, Bill Entries

· Operating Internet.
Educational Qualification 
· Completed Bachelors of Commerce from Mumbai University

· Completed HSC from Maharashtra Board

· Completed SSC from Maharashtra Board
Computer Skills
· Basic In Computers (MSCIT)
· Tally 7.2 & 9.0
· C# & FOXPRO
· Typing @ 30 WPM

· Business Control Software
Achievements
Won the ‘Best Employee of the Month’ at DVS for December 2014.
	Personal Details
	
	

	Date of Birth
	:
	November 24th 1986

	Gender
	:
	Female

	Marital Status
	:
	Married

	Languages Known
	:
	English and Hindi

	Hobbies
	:
	Listening to Music

	
	
	Surfing on Net

	
	
	

	
	
	

	
	
	

	[image: image3.png]RESUME




	
	

	
	
	

	
	
	

	
	
	

	
	
	


Aradhana CV NO. 1762236





� HYPERLINK "http://www.gulfjobseeker.com/feedback/submit_fb_em.php" ��Click to send CV No & get contact details of candidate�


 �








