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ANJALI 
E-mail 
:  Anjali.369070@2freemail.com 

· OBJECTIVE:

To prove myself in a challenging position of responsibility that would stimulate and sharpen my skills and establish me as an asset to my organisation.
· EDUCATIONAL BACKGROUND:

	EXAM
	YEAR OF PASSING
	BOARD/UNIVERSITY  
	RESULT

	B.com
	March - April 2012
	Veer Narmad South Gujarat University, Surat
	Second Class

	M.Com 
	 April, 2014 
	Veer Narmad South Gujarat University, Surat
	First Class  


· ORGANISATIONAL EXPERIENCE: 

1] Worked as Account Executives at Om Electrical Pvt. Ltd. Surat, India. From November 2013 to April 2014.
  Responsibilities:.
· Data Entry for collection.

· Maintain Petty cash book

· Handling all clerical work 

· All Bank Related work like cheque deposit 
· Prepare payment Voucher, Petty cash voucher, Journal Voucher, receipts voucher, 

· Accounting of all office related expenses, maintain book of accounts [cash book] as per guidelines of company.

· Prepare salary of Staff.

· OTHER QUALIFICATION AND SKILLS: 

· Computer Basic knowledge (MS Office, Internet and other normal operation)
· Tally 5.4 learning. 
· PERSONAL PARTICULARS:

Date of Birth

:
10th Feb, 1992 



Nationality

:
Indian

Gender

:
Female

Marital Status

: 
Married

Language Known
:           English, Hindi, Gujarati

Visa 


:
Husband Sponsor 

· Declaration

I hereby declare that the above information is true and correct to the best of my knowledge and belief.                                         

Yours faithfully,   






Place    :   Dubai
ANJALI 
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