Khushboo

F-524/525, Sector-09, New Vijay Nagar, Ghaziabad-201009

Email
- khushboomalhotra11@gmail.com
Mob
- +91-8588098840
Educational Qualification: -

Graduated in 2013 from Sikkim Manipal University.

12th from CBSE in 2009 (Govt. Girl senior secondary school, Saraswati Vihar, New Delhi.)
10th from CBSE in 2007 (Govt. Girl senior secondary school, Saraswati Vihar, New Delhi.)

Technical Skills: -

Done CIA+ (Computer industrial Accountant from ICA)

Ms Office (Word, Excel, Powerpoint, Outlook)

Internet

Accounting (Journal, Ledger, Balance sheet, Documentation etc..)

Busy Accounting Software.

Organizing Skills: -

Working step by step to meet the Deadline & Have skills to prove myself as Efficient Person.
Quick learner with the ability to grasp complex information with minimal effort.

Project Undertaken

Duration 

: 1 Week

Topics Covered
: Ms. Word, Excel, PPT.

Achievement
: Got an appreciation certificate for doing good in the      project work.

Experience 

6 Months experience from (December 2019 to May 2020) in Energie Health Equipment Private Limited as a Business Development Executive.

Coordinate with existing client for their requirements and generate new leads by searching data online.
Issue quotations to clients on CRM portal.
Follow ups for payments.
5 years+ experience from (Jan 2014 to May 2019) in M/s. Rajshila Synthetics Pvt. Ltd. (Trading Company) as an account cum admin executive.

Handling calls.

Booking and arranging travel / transport / accommodation for staff.

Assist in organizing various events.

Reconciliations (Bank, Branch, Debtors & Creditors).

Voucher entries (Cash and Journal).

C-forms collection.

Preparation of Rubber Board Return.

Pre-sale (Customer's enquiries regarding products / Quotations / Issue proforma invoice / Provide samples to customer's for evaluation purpose)

Post sale (Provide despatch details to customer's / Payment follow ups)

Raising enquiries to vendor's and issue purchase order as per agreed terms and conditions)

Initiate online payments through net banking (RTGS/ NEFT / Utility bill's payment)

Clear the queries of vendor's and customer's (in regards of any discrepancy in books)

Coordination with internal team for despatches and payments).

Utility Bills management (Electricity/Telephone).

Working knowledge of busy accounting software.

Knowledge of Billing.

Personal Details

Father’s Name`
: Shri. Chander Parkash

Date of Birth
: 10 Dec 1991

Marital Status
: Married

Nationality
: Indian

Languages known
: English, Hindi, Punjabi

Declaration 
I hereby declare that the information furnished above is true to the best of my knowledge.
Date   :                                                                    
Place  :                                                                                          Khushboo

