RESUME

VIKRAMSINH M. ZALA 
HOUSE NO - 47 ,SURVEY NO 533/6 GURUKRUPA TOWNSHIP
B/H GADPADAR  VILLAGE,

AIRPORT ROAD,VARSHAMEDI,ANJAR-KUTCH

370110 



  
                                            vikramzala83@gmail.com 




                                                                          Mobile : 9099933586
Objective :              

Seeking an opportunity to perform with my responsibilities in a position that will utilize and challenge my creative knowledge and expertise to the maximum and enable me to show my skills.
Academic Qualification
	EDUCATION
	BOARD/UNIVERSITY
	PASSING YEAR
	MARKS(%)

	S.S.C.
	G.H.S.B.
	MARCH - 1998
	66.29

	H.S.C.
	G.S.H.E.B
	MARCH – 2000
	65.67

	B.COM.
	GUJARAT UNIVERSITY
	APRIL – 2003
	57.62

	M.COM.
	GUJARAT UNIVERSITY
	APRIL – 2005
	51.37



Extra Qualification :   ( PART TIME )                      

*  Have passed IRDA Exam in 2011 . 
I am working as LIFE  INSURANCE CONSULTANT  in Bajaj Allianz Life Insurance Co. Ltd. Located at  Gandhidham .
I am working as HEALTH  INSURANCE CONSULTANT  in  APOLLO MUNICH HEALTH INSURANCE Located at  Gandhidham .
Skills :                        

I am Hard working, punctual and quick learner.
Current Job :

·  I am working as an assistant accountant in AARKAY MARINE AGENCIES (ADMINISTRATIVE DEPARTMENT CUM ACCOUNTANT)  - CHA -CUSTOME HOUSE AGENT  at  Gandhidham .
DURATION : 
April – 2011  to till date. 

JOB PROFILE:
· Maintenance of Parties Accounts Ledger.

· Handling the cash. (PATY CASH) .
· Checking the Bills, Documents, and other important invoices. 
· Generating all type Invoices of Exporters/Shipping Lines/Transporter and follow up them for payment.
· Bank reconciliation, other banking work, and administrative work.
· General Day to Day other administrative activities.
Work Experience :

1.  I was working as an Insurance Service Representative in “The Winlife Enterprise” which is a biggest corporate client of Bajaj Allianz Life Insurance Co. Ltd. Located at C.G Road Ahmadabad.
JOB PROFILE :
· We were a team of 35 agents handling more than 5400 sub agents across Gujarat,
West Bengal and Rajasthan.

· New Business and Cash Login Responsibility

· Providing training to all field staffs.

· Resolving all the problems and doubts of field staffs.

· Scrutiny of the New Business.
· Verification, Invocation, Under-Writing, Correction, Accounts Maintenance of New Business.
DURATION : 
March - 2008 to November – 2010
1. I was working as a Front Office Executive (Administrative Department) in Sarjen System Pvt. Ltd. Located at , S.G. Highway, Ahmedabad.

JOB PROFILE :
· I was also handling all the Banking work in  account section and back office works. 

· Managing Notice board with latest happenings, thoughts, jokes, and birthday wishes of employee etc.
· Handling the company employees’ leave form, job sheet, recruitment work, work tracker, Salary slip, expenses sheet and then presenting the same to the existing HR Manager.      
· General Day to Day administrative activities and preparing reports using MS-excel, MS-word.  
· I was taking care of Accommodation of staff members, employees and outside vendors. 
· Self correspondence, Scheduling meetings, keeping appointments, conference/ conference calls and issuing various official letters
              DURATION : 
 February - 2007 to March - 2008 

Personal details:

Date of birth

:
4th May 1983
Gender


:
Male

Marital status

:
Married
Religion

:
Hindu

Nationality 

:
Indian

Language Know
:
Gujarati, Hindi and English

Hobby


:
Reading, Playing Chess, Listening Music
