	

Rajnandini Singhdeo
Residence Address:

Sri Sai Balaji PG, Teacher’s colony, Koramangala 1st block, Bangalore
Phone: 7653025564
E-mail – singhdeo777@gmail.com
Personal Memorandum

Father’s Name: Ranjit Kumar Singhdeo
Mother’s Name:Suniti Singhdeo
Date of Birth: 27th October 1994
Gender: Female
Nationality: Indian

Marital Status: Single
Permanent Address:

Old Palace, Balangir-767001

Odisha

Phone:7653025564
Hobbies

Playing Cricket, Reading books, Computer games, Listening Music, Browsing.

Language Known

    English, Hindi, and Odia.
	Career Objective

To be a part of reputed organization that will utilize my potential.

My Core Strength 

Self-motivated and a hard worker with a high level of integrity to meet deadlines.

Willing to learn new skills.

Creativity in working.


Ability to adapt to fast changing work environment.

Educational Qualification

2015
Course:  B.Com-64.81% 


College:  Ravenshaw University, Cuttack, Odisha
University: Ravenshaw University
2012
Course:   Commerce (79.67%)
School:   Nice College of Commerce, Balangir
2010
Course:  ICSE (63.33%)
School:   Little Flower School, Balangir, Odisha
Additional Qualification 

All versions of Tally (Tally 4.5 to Tally.ERP9)

MS Office (2003/2007/2010/2013), pivot table, vlookup. Powerpoint.
               

	
	


PROFESSIONAL EXPERIENCE
Company: GREET TECHNOLOGIES PVT LTD

Designation: “Accounts Process Executive- Non Voice” (October 2016 to Feb 2017)

Job Responsibilities: Engaged in giving online support to Tally Customers.

Designation: “Senior Accounts Process Executive’’ - (Feb 2017 to March 2018)
Job responsibilities: Engaged in giving support for Tally Clients in solving the queries of Tally customers related to,

• As an Accounts Process Executive, responsible for providing online support to Tally Clients regarding their queries about Tally.ERP 9 modules like Accounts, Inventory, Statutory Taxation (VAT, Excise, Service tax, TDS and TCS etc.) Payroll and Income Tax.
Company: TECH MAHINDRA PVT LTD
Designation: Associate Analyst (March 2018 to till date)

Job Responsibilities: Working for an UK Project. Job role is to manage and coordinate services and meet service levels agreed for the team(s).  We should complete the task in an efficient and timely manner, in order to achieve defined individual and team service levels, productivity and quality standards for each task.
· Customer onboard procedure and mandatory checks.
· Deal with AML checks and AOA checks.
· Prepare daily reports, check mandatory details and verification of documents for the changes made. 

· Conducting credit checks on the documents submitted by Customer.
· Underwriting for agreements register under company name and renewal check.
· Handling emails from brokers and customers related to mandatory details, queries on agreements.
Awards & Certifications:
· TechM award for good performance in quarter 4.
· Project award in silver category for good performance in quarter 1, 2019.

DECLARATION

 I here by declare that all the information provided by me in this application is factual and correct of my knowledge and belief.



DATE:  
PLACE:  BANGALORE                                                       (Rajnandini Singhdeo) 
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