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Career Objective

To pursue career in an esteemed and professionally managed organization, where I get the opportunity to apply my part of creativity and professional skills and add value to my skills while contributing best towards the growth of the organization.

Work Experience

Organization: Point Footwear Pvt. Ltd (Manufacturer)  

Duration:        January, 2019 - Present
Designation:   Jr. Accountant
Responsibility

· Having a responsibility of assisting Sr. Accountant.

· To maintain the ledger accounts as per standards specified by the company.
· To develop good relationship with clients and deals with directly to customer.
· Open, sort, and distribute incoming correspondence, including faxes and email.
· Organize and maintain files and records.
· Perform general office duties such as ordering supplies, maintaining records management systems, and performing basic bookkeeping work.
· Checking and verifying the bills.
· Generate new sales Invoice as per specified by the company.
Professional Qualification 

· Masters in Business Administration (Finance & Accounting Management) - Pursuing
From Matrix Institute Business Management, NOIDA Uttar Pradesh
· Bachelors in Arts - 2019
From Indira Gandhi National Open University
· Senior Secondary Examination - 2012
           From Central Board of Secondary Education, Delhi
· Secondary Examination - 2010
           From Delhi Central Board of Secondary Education, Delhi
. 
Technical Skills
· Knowledge of computer MS Office (Word, Excel, Power point)
· Knowledge of Tally Software ( Data Entry, Ledger, Invoicing)
Key Skills and Strengths

· Good  presentation skills

· Self-motivated, hard working and punctual
· Enthusiastic & fast learner with a good personality.

· Co-operative nature & ability to work effectively with diverse group of people.

· Effective written and verbal communication skills

· Leadership Qualities

· Good Listening Skills

· Focused on Work
· Eager to Learn
