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Curriculum Vitae

RIKANI 
E-mail     : rikani-394415@2freemail.com
                                                                                    
Carrier Objective:


Seeking a responsible career position, which will offer a high level of challenging responsibility and opportunity to contribute significantly to the growth of the organization by exploring my educational background and a chance to develop additional skills.

Academic Qualifications




	Sr.

No.
	Examination    
	Institution/

University
	Year of Passing
	%Class Obtained

	1
	      B.Com


	MUMBAI

UNIVERSITY
	2012
	72.46 %



	2
	H.S.C. (XII STD)
	MAHARASHTRA

BOARD


	2009
	65.06 %

	3
	S.S.C. (X STD)
	MAHARASHTRA BOARD
	2007
	73.00 %


 Technical Skills


 Course completed in Tally(7.2), Tally(9.0),Microsoft Office.

“Diploma in Finance and Accounts” from NIIT
Work Experience:


1) Worked as Office Executive from 2018-2019
2) Worked as Office Assistant from 2015 to 2017.

3) Worked as Account Assistant from 2013 to 2015. 
Work Profile:


1) Preparing Sales Invoices
2) Handling Petty Cash Vouchers
3) Management of Petty Cash Transactions

4) Preparing Purchase Order and Work Order
5) Follow up with Debtors for O/S payments

6) Handling Invoices from vendors on daily basis 

7) Passing Cheque Payment entries
8) Preparing detail summary of outstanding report on MS Excel
9) Preparing Payment Requisition List on MS Excel

10) Preparing Ledger, Journal entries and cash
11) Cross Checking of Invoice Amount with proper calculation

12) Handling mails related to Payment Requisition List

13) Ensure Invoice Payments into office network
14) Scanned and filed all paper documents

15) Maintained files and computerized accounting databases

16) Prepare, compile and sort documents for data entry

17) Assisting in drafting tender document
Personal Skill:


- Good communication & Interpersonal skills.

- Willingness to learn and take up new challenges.

- Team-Oriented attitude.

- Ability to work under pressure.

- Self Motivated
 - Interpersonal abilities

 - Planning and organizing
 - Leadership and management

Extra Curricular Activities:


Reading Books, Listening music and chatting
Personal profile
DATE OF BIRTH


:
27th MAR 1991
GENDER                                                       :              FEMALE

MARITAL STATUS


:
 MARRIED

NATIONALITY



:
 INDIAN

LANGUAGES KNOWN


:
 ENGLISH, HINDI, MARATHI 
Declaration:

I consider myself familiar with all aspects of my qualification. I am also confident of my ability to work in a team.

I hereby declare that the information furnished above is true to the best of my knowledge.
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