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Anita
anita-390888@2freemail.com 
Carrier Objective:
To Work in the executive/ Management cadre, have access to a wide variety of duties and responsibilities. Handle bigger responsibilities and executing them effectively with resources available and come out with the best solutions. l believe in the concept of continuing education for continues development of skill. I also believe in job that challenges intelligence and enhance pro-fissional skill in an organization that recognized hard work and where experience are respected and suitably rewarded.

Personal Strength:

· Confident, Self-disciplined, determined and a dedicated worker.

· Willingness to learn and improve constantly.

· Good communication skill and convincing skills.

· Keenness for work awareness for responsibilities, ability to work calmly even under pressure and in harmony with colleagues.

· Imaginative and inquiring state of Mind.

· To convert the opportunities into outstanding endeavour in the best possible manner.

· I want to go on the path of actual and sustainable development and achieve.

Education Details


· B.A (Economics and Literature) from University of Rajasthan, India in the year 1997 TO 1999
· AISSCE from (Class XII) From Central Academy, Jaipur (Rajasthan), IndiaIn the Year 1996.
· AISSCE from (Class X) FromCentral Academy, Jaipur (Rajasthan), India
In the Year 1994.

Technical Professional Details

· Higher Diploma in Computers From APTECH 
· M.S. Office (Word, Excel, Power Point) 

· Internet Browsing & Emailing 
Professional Experience: 

· Worked as anAssistant in VIP ChoiceFashions LLC.,Dubai, From 2013 -2017
Responsibilities: 

· Preparing invoices  and bills 

· Handle accounts payable and receivable

· Received and processed all invoices

· Check invoices for inaccuracies

· Handle general account queries

Extra Curricular Activities: 

· Worked as a Freelancer for Several Market Research Companies from2010 -2013in Dubai.
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