	NAME:

Priyanka A. Matekar.
	E-MAIL ID :

satkarpiu22gmail.com
CONTACT NO:   
(M) +91-8108413679
(M)  +91-9821547017
RESIDENTIAL ADDRESS: 

Room No.3,  Gaikwad Chawl, 

Sainath Nagar,Near K.V.K School,
Ghatkopar(WEST), Mumbai-400086



“Think Future, Concentrate Present, but don’t forget the Past” 
Ready to take any responsibility, having good grasping power and hard-worker. Logical and well organized, Positive response to pressure.
PERSONAL INFORMATION

Date of Birth:

November 14th 1990
Age:


28 Year

Gender:


Female

Marital status:

Married
Nationality:

Indian
EDUCATIONAL QUALIFICATION

I am Bcom from Siddharth College of Commerce & Economics-Fort (Mumbai), under UNIVERSITY OF MUMBAI.
	EXAM
	INSTITUTION
	UNIVERSITY
	YEAR
	PERCENTAGE
	CLASS

	T Y B. Com
	Siddharth College of Com. & Eco
	Mumbai University
	April 2012
	59.00%
	Second

	H.S.C
	Vidya Niketan College, Ghatkopar
	Maharashtra State Board
	Feb 2009
	68.00%
	First


	Work Experience


Company 
:
Moreshwar Associates.
Position
:
As a Computer Operator. 

Duration
: 
Jun 2012 to March 2014
Company 
:
P.H. Financial & Investment Consultants Pvt. Ltd.

Position
:
As a office assistance. 

Duration
: 
Aug 2014 to May 2015
Company 
:
Link Intime India Pvt. Ltd    
Position
:
Admin cum Associate - Special Products Group
Duration
: 
Sep 2016 to Sep 2018
Company 
:
ERCO LIGHTING PTE.    
Position
:
Administration Manager  
Duration
: 
Oct 2018 to Till Date

	Nature of Current Work-


( HR related work
( Payment of TDS, Salary, etc
(  Create and update records and databases with personnel, financial and other data
( Manage phone calls and correspondence (e-mail, letters, packages etc.)
( Coordinate office activities and operations to secure efficiency                compliance to company policies

(Coordinate and oversee all office activities 
(Oversee and achieve organizational goals while maintaining an efficient, productive, and positively cultured office and employee experience
	Computer Skills


· Knowledge Of MS-Word, MS-Excel, MS-Outlook

· COMPLITED CERTIFICATE COURSE IN ADVANCE COMPUTERISED ACCOUNTING IN Tally 7.2 ---GRADE - ‘B' MARKS 58 / 100

· COMPLITED CERTIFICATE COURSE IN COMPUTERISED

ACCOUNTING GRADE - ‘C' MARKS 52 / 100

	Extra Curricular Activities


· Good in Communication and Presentation Skill.
· Strong time-management skills and multitasking ability.

· Proven administrative experience.

· Team spirit.

· Good work ethics
	Pursuing Higher Studies


Pursuing  MBA  in Retail Management from Distance learning Education.
Current CTC: 2, 50,000
Expected CTC: 2, 80,000
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