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Contac No �9693728572
Email: -Nishajha.jha@gmail.com
Objective: To achieve organization objective with an optimistic attitude while polishing the existing qualities within me. 

Experiences: (5 year )
Organization
: Alcatel Lucent India Ltd.
Designation
:   HR executive
Duration
: March 2006  to  April 2007
Job Profile:

· To assist and Co-Ordinate the work of admin manager and MD.

· To  create and collect Database dealers , Distributors , Govt. officials ,Business Associates

· To collect all necessary information and documents on behalf of admin Manager, MD and maintain correspondences.

· To collect all relevant information in terms of website developments, server problem and management announcement across the company.

· Faxing, Dispatching, scanning, Emails and drafting all business and other letter.

· Co-ordinate with head office & other branch office.

· Day to day attendance maintain through access cards, and 
Attending to incoming call & outgoing calls and cheq the office extension list.

.

· Proper maintain the filling, stationary, courier & monitoring of any wastage.
Organization
: VENI MADHAV SECURITIES PVT LTD
Designation
: HR councils
Duration
: - May 2007  to March -2009
Job profile:
· Account opening For Equity and Commodities(KYC)
· Backup For Commodities  FTP & VPN
· Handling all Pay-in & Pay-outs

· Knowledge of Accounting package of SHILPI  Capex & Commex
· Handling Accounts of individual and HUF 
· Contact note to client

· Handling queries of franchisee

· Handling for Compliances issue 
Organization
: KSBL Commodity Brokers PVT LTD
Designation 
: Back Office Executive
Duration
: March- 2009 to 2011.

Presently im not working in that
Job profile:

 Finance & Accounts
· Preparing and maintaining statutory books of accounts viz, journal, ledger, cash book and subsidiaries in compliance with time & accuracy norms.

· Preparing fund flow and cash flow statement and working out various financial ratios.

· Branch Co-ordination and back office related all works.

· Preparing creditors/ debtor�s reconciliation statements including their age-wise analysis.

· UCC related all works.

MIS/ Statutory Compliance
· Preparing MIS reports to provide feedback to top management on financial performance viz, production cost, direct and indirect overheads, fund Management, sales, cost control, profitability and manpower efficiency, etc.
· Liaison with various government departments, ensuring smooth business operations.

· Handling for Compliances issue 

· Account opening For Equity and Commodities(KYC)
· Knowledge of Accounting package of SHILPI  Capex & Commex

· Handling Accounts of individual and HUF 

· Contact note to client

Educational Qualification:

·  MBA HR from IMT
· Graduate of B.sc biotechnology from L.N.M.U Patna Bihar. in 2005
· Passed Inter from BIEC Patna Bihar  in 2000
· Passed Metric from.1998
Technical Skill Sets 

· Operating System: Windows, Ms-Dos
· Word processing: Ms-Word

· Spreadsheet: Ms-Excel

· Database: Ms-Access

· Internet Explorer
Personal Detail:

· Husband  Name         : Sandeep pathak
· D.O.B.


: 5TH MAY 1984
· Nationality

: Indian

· Language known
: Hindi & English
· Salary Expected

: Negotiable
·  Marital Status

: Single
· HOBBIES

: Reading books, Listening to music, Internet surfing & movies
Strengths: 

 

· Sincere and hard working, Determined and quick Learner
· Believe in Team Work

· Highly Motivated, Proven Result Oriented Achiever

Declaration

I do here by declare that all above information given by me are true to the best of my knowledge and belief.
DATE                                                                                     

[SHWET NISHA]
PLACE - Ranchi jharkhand
