Tis hazari court House No.25,


  Mobile    :
8826723258
Delhi 110054.



               Email
   :
geetalamsani@gmail.com
Geeta
Objective :

To Work in a professional and challenging environment where I can make a significant contribution to the organization and where I could utilize maximum of my skill
Personal Details :

Father's Name

:
Sh. Govind singh 
Date Of Birth

:
16th Nov 1989
Marital Status

:
Single
Qualification :

(a) Academic Qualification


· Passed High School in year (2005-06)
· Passed Intermediate in year (2007-08)
· Graduation in B.Com [Pass].YEAR(2011-12)
(b) Professional & Additional Qualification

· Three Month Computer Computer Course (Accounts Assistant) From Bhartiya Vidya Bhawan, K.G. Marg Delhi-110001.


· Knowledge of Computer Systems and applications as Microsoft word, Excel, MS-DOS, MS-Power point, Tally ERP 9.0

(c) Working Strength
· Believe in Hard Work
· Punctual

· Active in Work
Work Experience :
· 1 Year 5 month working with Multiplex Group of Companies as an Account assistant Delhi branch from January 2013 to May ’2014.
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· 3 Year 5 month working with NPT Papers Pvt. Ltd. as an Account assistant from Jun’2014 to  Nov’2017.

Currently working with Shellz Overseas Pvt. Ltd. as an Account Executive from 1st’Jan’2018 to till date.
Job Profile:-

· Preparation & feeding of Cash, Bank & Journal Vouchers

· Preparation of Bank Reconciliation.

· Reconciling Debtor’s & Creditor’s Accounts.

· Maintaining Sale and Purchase Bill.

· Preparing GST report monthly.

· Responsible for Managing Day-to-Day Accounting and Administration activities.
· Preparing salary of all staff in company.

· Preparing all staff Vehicles report.
· Maintaining TDS & GST pay online. 
· Maintaining attendance sheet.
· Maintaining all outstanding bills for payment.
· Maintaining stock register monthly.
· Maintaining way bills.
· Prepared CSP (Customer sale performance) & Target Vs Achievement.
· Maintaining week wise ageing all customers.
· Prepared every month MIS sheet & Target sheet.
I hereby declare that above information furnished is true and best to my knowledge

                                                                                                                                        [GEETA]
Date:





Place:
Delhi

