
RESUME
Sonalijagade

ADDRESS:- Radhabaikhetlechwal,Eward,Gandhinagar,
JogeshwariEast,Mumbai-400060

MOBILENO:-9819882013
EMAILID:-sonali.jagade34@gmail.com

CAREEROBJECTIVE:

OPTIMUM UTILIZATIONOFMYKNOWLEDGE,SKILLANDEXPERIENCETOWARDS
CONTINUESIMPROVEMENTANDGROWTH.

STRENGTH:

ABILITYTOGRASPNEW CONCEPTSQUICKLY.

ACCEPTNEW CHALLENGES.

BELIEVEINTEAM WORK.

WORKEXPERIENCE:

4 month -clearing dptoficicibank as data entryoperator(Duration 1/1/2014 to

16/04/2014)

Ingold’sgym atsalesrepresentativeandfrontdeskfor2years(duration14/4/2014to

10/4/2016)

SupraEnterprises(CHITALEBANDHU),asaccountant,Mumbai-joining20april2016 to

10jan2019

AshirwadagroasaccountantMumbaijoining14Jan2019totildated.

DUTIES&Responsibility

Administrativeworklikemaintainregisterofclient&employees

Handlepettycash

Fieldworkinparticularjob

ProcessingAccountsPayableInvoices

ProcessingSalesInvoices

UndertakingCashApplication

BankReconciliation

PreparationofBalanceSheetandProfitandLossAccount



Resolvecustomerqueries,ifany

MISreports

Preparesaleinvoice

Finalizeaccounttilend

Handlingsalesregister,purchaseregister

Allmanagingrelatedofficeworkanddirectorwork

SKILLS:

mathskills.

Abilitytoworkunderpressure.

computerknowledge.

TallyERP9.0,BUSYACCOUNTINGSOFTWARE

Accountingknowledge,EXCEL2008,2010
QUALIFICATION:

Graduation

Donecomputercourse

Additionalknowledge-expertincallhandlingandmanagingadministrativework.

Experienceintallyerp9.0

PERSONALDETAILS:

DATEOFBIRTH :25thsept1995

GENDER :FEMALE

MARITALSTATUS :UNMARRIED

NATIONALITY :INDIAN

RELIGION :HINDU-KUNBI

LANGUAGEKNOWNG :ENGLISH,HINDI,&MARATHI

DATE:



PLACE: (SONALIJAGADE)


