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                                  Accounting / Office Assistant
felcita.370910@2freemail.com
CAREER OBJECTIVE
Having around 1 year experience in Accounts, seeking a challenging position to utilize my skills and abilities in the industry that provides professional growth along with the organization and above all to serve the industry to the best of my ability.
SOFTWARE SKILLS

· Tally ERP 9

· Microsoft Excel, Microsoft Word, Microsoft PowerPoint 
· Internet
 ACADEMIC CREDENTIALS

· Master of Commerce (M.COM) from Meredian College of Management  (Mangalore University) with 66%
· Bachelor of Commerce (B.COM) From Govt. First Grade College For Women(Mangalore University) with 54%
· Pre-University College (PUC-10+2) from Capitanio Composite  Pre-University College with 66%
· SSLC (10) from St. Agnes Girls High School with 58%.

WORK EXPERIENCE (1 year)
· Company
        : Bon Masala And Food Products Mangalore
Period of service    :  From May 2016 to May 2017 
JOB DESCRIPTION:
· Co-ordinating with marketing and accounting team.

· Maintaining account payables/receivables and follow upon the same.
· Perform accounts reconciliation.

· Maintain accounting ledgers by posting monthly account transactions.

· Prepare profit and loss statements on behalf of business.
· Managing petty cash transaction.
· Organize and maintain financial records.

· Preparing  Sales Report.
ACHIEVEMENTS
· Participated in ICYM, the catholic youth organisation and conducted several small and large budget programs.
· Participated sports competition in meridian college.
EXTRA-CURRICULAR ACHIEVEMENTS
· An active singer in church choir.

· Participated in school and college level singing competitions and secured applauds.
· Actively taken part on college day for dance and plays.
PERSONAL STRENGTHS

· Capable of learning new things.
· Flexible to change with working environment.

· Capable to work under pressure and with limited supervision.
PERSONAL DETAILS

Nationality

: Indian      

Marital status

: Married
Languages Known
: English, Hindi, Kannada and Konkani.

Special Features
: Determined to ensure perfection in any work with right attitude and devotion.
*REFERENCE AVAILABLE ON REQUEST
