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	OBJECTIVE.


To excel among the professionals. Where I can utilize my skills with strong commitment and
Dedication, for the progressive growth of the company.

	ACADMIC QUALIFICATIONS.


·  Graduation in B.COM from IGNOU with 67%
· 12th in commerce from PSEB Board with 80 %
· 10th from PSEB Board with 78%

	Career Summary.


· 8.3Years’ of Experience with Kochar InfoTech Ltd as a Team leader.
· Currently working with “Aneja Foods Private Limited”.(Aug’19 onwards).
	Key responsibilities handled.


· Bank reconciliation in Tally.
· Branch/divisions reconciliation.
· Preparation of Statement of Accounts of Sundry Creditors/vendors.
· Maintaining day-to-day cash inflows and outflows.

· Passing/Handling of Credit card transactions as per credit card statement along with there monthly payments.
· Handling debtors reconciliation/ preparation of SOA’s, processing of bills/raising of invoices in tally.
· Preparing debtors report.
· Preparation of monthly/ Quarterly TDS data & GST data/reports

· Preparation of Balance sheet.
· Monthly P&L and MIS.
· Other allied activities.

	Additional  Skills


· Self –confident and hardworking nature.
· Good inter-personal skills with an ability to work with multicultural and multidisciplinary teams.

· Always ready to learn new things with complete dedication.
· Punctual & Hard worker
· Taking Keen initiative.
· Ability to work both independently and as a team player.
	Computer  Qualification & skills


· Computer Literate; Proficiency in MS word,Power point and Microsoft excel.
· Internet concepts.
· Good Knowledge of Tally and Busy.
	Personal Details


	Date of Birth
	20-03-1993
	Home Town
	Amritsar
	Nationality
	Indian

	Mother Name
	Reema Vohra
	Mother Occupation
	Post office agent


I hereby declare that above information disclosed is true as per my knowledge & belief.

Place: Amritsar                                                                                                                        

                                                                                                                                    (Signature)
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